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1. PURPOSE. This Manual applies to all members of Coast Guard Forces who are involved
with the administration of the Coast Guard Auxiliary, including Auxiliarists, military, and
civilian personnel.

2. ACTION. Area and District Commanders, commanders of maintenance and logistics
commands, commanding officers of headquarters units, assistant commandants for
directorates, Chief Counsel, and special staff offices at Headquarters shall ensure all
Auxiliarists, all Directors of Auxiliary, and any military or civilian Coast Guard member who
deals with the Auxiliary become thoroughly familiar with this Manual. Internet release
authorized.

3. DIRECTIVES AFFECTED. The previous edition of the Auxiliary Manual, COMDTINST
M16790.1E, is hereby canceled and should be recycled.

4. DISCUSSION. This Manual outlines policies and procedures necessary for effective
administration of the Coast Guard Auxiliary. Most significant is that it provides a new
Auxiliary policy foundation in support of the passage of the Department of Homeland
Security (DHS) Act of 2002, which created the new Department and established the Coast
Guard as both the Department’s lead maritime agency and only military component. The
Coast Guard Auxiliary has been a critical part of the Coast Guard’s historic transition to
DHS, and the Auxiliary now assumes the role and responsibility as the Department’s lead
organization of dedicated volunteers. This Manual further helps set the course for the ready,
reliable, and relevant Auxiliary administrative and Operational Support to the full spectrum
of Coast Guard missions, both traditional and new, and in a different and far more complex
maritime security environment. Further, this Manual has been revised extensively due to the
passage of the Coast Guard Auxiliary provisions of the Coast Guard Authorization Act of
1996 (Public Law 104-324), the Maritime Transportation Security Act (MTSA) of 2002, and
other changes within the Auxiliary program. This new Auxiliary Manual should be reviewed
in its entirety.
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5. MAJOR CHANGES. This Manual represents a major revision of the previous Auxiliary

Manual promulgated January 1998. Due to the extensive changes, units are encouraged to
conduct a thorough review of the Manual. This edition of the Manual contains the following
significant policy changes:

a.

Improved format of entire Manual to facilitate ease of use, including electronic
mapping features throughout Manual including websites, references, and table of
contents.

Updated the grooming, appearance, and uniform standards policy (Chapter 1).
Clarified program responsibility between G-OCX and the districts (Chapter I).

Allowed for waiver of no weapons handling policy to facilitate the use of Auxiliarists
as range coaches (Chapter 2).

Aligned eligibility for membership with Coast Guard Active Duty and Reserve policy
(Chapter 3).

Improved wording concerning Auxiliarists’ rights and privileges (Primarily Chapter 3).

Modified administrative action processes/procedures to provide a more clear and
streamlined process (Chapter 3).

Added Personnel Security Investigation (PSI) Policy/Program section (Chapter 3) and a
PSI FAQ section (4ppendix K).

Clarified the role of the Auxiliary Association, Inc. in terms of fiscal affairs and
fundraising. Also, provided authority for limited fund raising by Flotillas to augment
funding for program activities (Chapter 5).

Authorized acceptance and use of vessels owned by State and political subdivisions
thereof (Chapter 6).

Authorized Patrol Order Management System (POMS) as a mandatory web-accessible
patrol order and claim processing application (Chapter 9).

Authorized Standard Auxiliary Maintenance Allowance (SAMA) subject to the
availability of funds (Chapter 9).

Updated awards and medals requirements and terminology, including the introduction
of the Coast Guard Boat Force Operations Insignia, Auxiliary Personal Watercraft
Operator’s Insignia, Auxiliary Marine Safety Insignia, and the Auxiliary Cutterman’s
Insignia (Chapter 11).

6. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. Environmental

considerations were examined in the development of this directive and have been determined
to be not applicable.
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7. FORMS/REPORTS. The forms mentioned in this Manual are listed in Appendix G and most
are stocked at the Auxiliary National Supply Center. All forms are made available to any
Auxiliarist through the Flotilla Staff Officer responsible for materials (FSO-MA) or
secondarily, the local Director of Auxiliary. Many of the forms are also available on the
World Wide Web at the following address: http://www.uscgaux.org/~forms/forms.html.

8. RESPONSIBILITY. Commandant (G-OCX-1) is responsible for the content and upkeep of
this Manual. Questions or concerns about this material contained in this Manual should be
addressed to Commandant (G-OCX) at (202) 267-1001.

al, U.S. Coast Guard
Assistant Commandant for Operations

NON-STANDARD DISTRIBUTION:

State Boating Law Administrators

Civil Air Patrol Headquarters (6 Copies)
U.S. Power Squadron (2 Copies)

National Ocean Survey (2 Copies)

Auxiliary National Supply Center (3 Copies)



COMDTINST M16790.1F



Auxiliary Manual

Foreword
From the Chief Director and National Commodore:

The U.S. Coast Guard is pleased to present the Auxiliary Manual to the 37,000 plus member
volunteer force and to the Coast Guard community as a whole. Many thanks to the
extraordinary Auxiliarists and active duty members of the Coast Guard, who assisted in
developing this manual. The U.S. Coast Guard recognizes and highly respects all Auxiliarists,
who so generously donate their skills, their time, and their resources to support the full spectrum
of Coast Guard operational and administrative missions. The significance and value of
Auxiliary support to Recreational Boating Safety, Search and Rescue, Marine Safety and
Environmental Protection, Waterways Management, Maritime Domain Awareness and Ports,
Waterways and Coastal Security have never been greater, and are essential to America’s
Maritime Homeland Security. Now and as never before, the Auxiliary is a vital, counted on
component of Coast Guard Forces, ready for a new era of volunteer support to our Nation, with
new levels and degrees of support breadth, impact and relevancy in a newly defined maritime
security environment.

The Auxiliary Manual serves at the primary policy guide for the administration and
management of the Auxiliary. Further, the Auxiliary Manual outlines the duties and
responsibilities of all Auxiliarists. Our hope is that this manual will serve the Auxiliary and the
Coast Guard well in facilitating the critical services provided to the U.S. Coast Guard and
American public.

We wish you all the best as you carry out your duties and responsibilities in support of the
Coast Guard and the Nation. Your continued support and dedication are greatly appreciated.
Keep up the great work!

Captain, U.S. Coast Guard
Chief Director, Auxiliary
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Auxiliary Manual

Chapter 1
History, Purpose, and Administration

Introduction

In this Chapter

This manual promulgates the Commandant’s policy regarding the administration of
the Auxiliary and serves as the primary policy guide for every Auxiliarist. In this
capacity, the Auxiliary Manual (AUXMAN) outlines the authority and
responsibility for Auxiliary administration, and governs the conduct, duties, and
responsibilities of all Auxiliarists. This manual applies when an Auxiliarist is
assigned to duty, under orders, in uniform identified as an Auxiliarist, or performing
any duty or function directly related to Auxiliary missions. Details on specific
Auxiliary programs can be found in specialized Coast Guard manuals and
directives. In case of conflict between this manual’s provisions and the provisions
of any other manual pertaining to the Auxiliary, this manual governs.

This chapter contains the following sections:

Section Title See Page
A Creation of the Auxiliary 1-3
B Coast Guard Auxiliary Administration 1-9
C Auxiliary Administration 1-17
D Coast Guard Auxiliary Linkage with the Coast Guard 1-21
E Auxiliary Leadership and Management as Auxiliarists 1-25
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Chapter 1 - History, Purpose, and Administration

Section A. Creation of the Auxiliary

Introduction In 1939, Congress established a U.S. Coast Guard Reserve administered by the
Commandant and composed of unpaid, volunteer U.S. citizens who owned
motorboats or yachts. In 1941, Congress created a military Reserve and renamed
the original volunteer Reserve as the Coast Guard Auxiliary.

A.1. Purpose Title 14 United States Code (U.S.C.) contains the laws of a general and permanent
nature about the Coast Guard.

A.dla. 14US.C.  The original 14 U.S.C. § 822 stated:
822

“The purpose of the Auxiliary is to assist the Coast Guard:

(1) To promote safety and to effect rescues on and over the high seas
and on navigable waters;

(2) To promote efficiency in the operation of motorboats and yachts;
(3) To foster a wider knowledge of, and better compliance with, the
laws, rules, and regulations governing the operation of

motorboats and yachts;

(4) To facilitate other operations of the Coast Guard.”

A.Lb. Actof These aims fell into two major categories stated in a memorandum to Congress,
September 30, accompanying the draft of the proposed bill ultimately enacted as the Act of
1944 September 30, 1944, Chapter 453, 58 Stat. 759 (1944) as follows:

“The primary purpose of the establishment of the Coast Guard
Auxiliary was to indoctrinate all owners and operators of small craft
in safety requirements in the operation and navigation of small craft.
A secondary purpose of the institution of the Coast Guard Auxiliary
was to utilize the Auxiliary craft and personnel, after suitable
training and indoctrination in carrying out certain duties of the Coast
Guard with particular inference to those concerned with the safety of
navigation.”
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The Auxiliary is a valuable resource in securing the interest of boaters in the Coast
Guard’s boating safety program. 14 U.S.C. § 823 provided that the Auxiliary shall
be composed of U.S. citizens who own motorboats, yachts, aircraft, radio stations,
or who, because of training or experience, are deemed by the Commandant to be
qualified for membership in the Auxiliary. The statement accompanying this
legislation indicated the respective roles contemplated for owners of motorboats,
yachts, aircraft, or radio stations. The statement reflects the distinction which must
exist between the preventive and remedial activities of the Coast Guard as the
foremost maritime Federal Government safety agency:

“On the preventive side, the Coast Guard could better promote
safety in operation of small boats if it brings into a voluntary civilian
organization persons interested in the safe operation of motorboats
and yachts.”

On 19 October 1996, the Coast Guard Authorization Act of 1996 (Public Law No.
104-324, 110 Stat. 3901) was signed into law. This law was the first major
legislation affecting the Auxiliary since its establishment in 1939. These
amendments to 14 U.S.C. made the following major changes to the Auxiliary.

14 U.S.C. § 822 expanded the purpose of the Auxiliary to read,

“The purpose of the Auxiliary is to assist the Coast Guard as
authorized by the Commandant in performing any Coast Guard
function, power, duty, role, mission or operation authorized by law.”

In addition, the legislation expanded the Commandant’s authority to use the
Auxiliary to assist other Federal agencies, State authorities, and local governments
in areas in addition to recreational boating safety.

14 U.S.C. § 821(a) established an organizational structure for the Auxiliary and
authorized the Commandant to grant the organization and its leaders such rights,
privileges, powers, and duties consistent with 14 U.S.C. and other applicable
provisions of law. The Commandant is also specifically authorized to delegate
management of the Auxiliary to Auxiliary elected and appointed leaders to the
extent considered necessary or appropriate for the functioning, organization, and
internal administration of the Auxiliary.
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A2.c. 14US.C.§
823a(a)

A2d. 14US.C.§
827 and 828

Ale. 14US.C.§
821(c)

A.3. Role of the
Auxiliary

A.3.a. Non-
Military

A.3.b.
Administrative
Authority

14 U.S.C. § 823a(a) designated each Auxiliary organizational element and unit,
when acting within the scope of assigned responsibilities, as a U.S. instrumentality
for certain matters related to non-contractual civil liability. While assigned to duty,
Aucxiliarists are considered to be Federal employees for certain purposes. For
example, an Auxiliarist may be entitled to the same legal protection afforded other
Coast Guard personnel in the event a third party sues the Auxiliarist for claims
allegedly arising from acts committed by the Auxiliarist acting within the scope of
assigned duties.

14 U.S.C. § 827 and 828 clarified that Auxiliary vessels and aircraft, while assigned
to authorized Coast Guard duty, are deemed to be public vessels and aircraft of the
U.S. and of the Coast Guard. In addition, qualified Auxiliary pilots while assigned
to duty are deemed to be Coast Guard pilots. All these provisions provide greater
liability protection to Auxiliarists while assigned to authorized Coast Guard duty.

14 U.S.C. § 821(c) authorized the Auxiliary National Board and the Boards of any
Coast Guard Auxiliary district or region to form a corporation under State law in
accordance with the policies established by the Commandant. These corporations
are not deemed to be Federal instrumentalities.

The Coast Guard is a military service and is a component of the U.S. Armed Forces.
The Coast Guard Auxiliary is a component of Coast Guard Forces like the active
duty, Reserve, and civilian components. Thus, the Auxiliary may be referred to and
considered to be included under the general organizational umbrella of the Coast
Guard. Auxiliarists are not contractually bound, enlisted, or commissioned officers,
but are volunteers pledged to serve in the Coast Guard Auxiliary. The Coast Guard
is also charged with many civil responsibilities in addition to its military missions.

In contrast to Coast Guard active duty personnel and Reserve military components,
the Auxiliary is specifically declared by statute to be non-military. This definition
puts the Auxiliary’s role entirely within the Coast Guard’s civil function
responsibilities. The Auxiliary’s role does not extend to any Coast Guard military
or direct law enforcement missions assigned to active or Reserve forces.

The Auxiliary’s role is further defined by the Commandant’s administrative
authority. The Commandant determines how the Auxiliary may assist in
performing Coast Guard civil missions. The Commandant prescribes Auxiliary
training and qualifications necessary to perform this assistance and regulates those
activities.
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The Auxiliary’s role and relationship to other Coast Guard elements are defined by
statutory law and administrative regulation. Coast Guard active duty personnel and
Reserve forces have exclusive responsibility for Coast Guard military missions.
Coast Guard active duty personnel, civilian employees, Reserve, and Auxiliarists, as
specifically directed by the Commandant, perform the civil missions.

Often the public does not differentiate between Coast Guard active duty and the
Auxiliary, especially when the uniform is worn. Coast Guard active duty members
are bound by strict military grooming and weight standards. Realizing that the
Auxiliary is made up entirely of volunteers, the active duty grooming and
appearance standards are relaxed as they apply to Auxiliarists. As a matter of pride,
all Auxiliary members should set the goal to strive to attain the same standards as
active duty members. Auxiliarists who wear the Auxiliary Uniform will be held to
higher grooming and appearance standards than those who wear the Auxiliary Blue
Blazer outfit. The Auxiliary Blue Blazer outfit is optional apparel and is authorized
for activities described in Chapter 10.

Auxiliarists are authorized to wear Coast Guard uniforms with the appropriate
Auxiliary insignia, with the exception of full dress (swords, large medals, and white
gloves) and dress (large medals and white gloves) uniforms. Uniforms shall be
worn as prescribed in Coast Guard Uniform Regulations, COMDTINST M1020.6
(series), except as noted in Chapter 10 of this manual.

Auxiliarists who desire to wear their hair, jewelry, or maintain a general appearance
different from that described in Chapter 10 shall wear the Auxiliary Blue Blazer
outfit instead of the Auxiliary Uniform. Waivers for any deviations from the
grooming and appearance standards described in Chapter 10 must be submitted
through the chain to the appropriate Director.

The Auxiliary does not have a weight standards program, but all members should
set the goal to strive to meet the same standards as the active duty. Auxiliary
members are encouraged to eat a balanced diet and maintain a medically
recommended weight level, which is conducive to a long and healthy life.
Aucxiliarists who wear the Auxiliary Uniform shall ensure that it fits properly and
presents a trim, military appearance. The uniform should be tailored if an
Auxiliarist loses or gains weight. Any Auxiliarist who has difficulty maintaining a
properly fitted uniform, shall wear the Auxiliary Blue Blazer outfit as appropriate.
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A.5. Customs
and Courtesies

A.5.a. Saluting

A.5.b. Pledge of
Allegiance

A.5.c. Posting of
Colors and Playing
of National
Anthem

The Auxiliary is non-military and Auxiliarists hold office instead of rank. Certain
military and civilian customs and courtesies apply to Auxiliarists, especially while
in uniform, as follows:

e Respect for our national traditions.

e Courtesy aboard U.S. military installations, vessels, and aircraft.

e Respect and courtesy toward the flags, vessels, aircraft, officials, and other
personnel of all nations.

e Mutual respect and courtesy toward all Coast Guard personnel and personnel of
other military services.

Saluting is not required between Auxiliarists. Saluting is proper courtesy for
Auxiliarists when greeting commissioned officers of the Armed Forces (to include
National Oceanic and Atmospheric Administration (NOAA) and U.S. Public Health
Service (USPHS) uniformed officers, who serve with the Armed Forces).
Auxiliarists, when out of doors, in uniform and covered, should:

e As acourtesy, initiate, or return a hand salute to commissioned officers.
¢ Return any and all salutes given.
e Salute the National Ensign:

=  When the flag is raised or lowered at morning or evening colors.
= When the flag passes in a parade.
»  When the National Anthem or Taps is played.

e Observe protocol upon boarding and leaving military vessels:

= When boarding in uniform, stop at the top of the gangway, turn and salute
the National Ensign at the stern staff, even if obscured and not visible.
Then, turn and salute the Coast Guard crewmember in charge of the vessel’s
quarterdeck and verbally request permission to come aboard.

»  When departing in uniform, salute the Coast Guard crewmember in charge
of the quarterdeck and verbally request permission to depart. Upon
receiving permission, step onto the gangway, turn and salute the National
Ensign, and then proceed ashore.

» Ifnot in uniform, follow the above procedures, but do not render salutes.

= The above procedure is followed even when the National Ensign is not
flying, such as before morning colors or after evening colors.

When the Pledge of Allegiance is given, Auxiliarists, in uniform or not, should face
the National Ensign and stand at attention with their right hand over their heart.

During the ceremonial posting of colors and/or the playing of the National Anthem,
indoors and in uniform, Auxiliarists should stand at attention facing the National
Ensign until the colors are posted and/or the Anthem is completed.
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Section B. Coast Guard Auxiliary Administration

Introduction

B.1. Authority

B.2.
Commandant

B.3. Assistant
Commandant for
Operations

Title 14 U.S.C. provides for a single organization to be the Coast Guard Auxiliary.
The Commandant has provided for units (districts, divisions, flotillas, detachments,
etc.) of the Auxiliary for efficient administrative management. These units are not
independent organizational entities and, therefore, are required to follow and
comply with the policies and procedures established by the Commandant as set
forth in this manual and other Commandant instructions applicable to the Auxiliary.
They must also comply with such policies, procedures, and standing rules
established by higher-level organizational units in the Auxiliary chain of leadership
and management. The organizational units may not change, add, or delete
requirements for service or processes for operation and administration of the
Auxiliary at any level without the prior authorization of the Auxiliary National
Board, National Commodore (NACO), and Chief Director, Auxiliary (Chief
Director).

The overall authority for Auxiliary administration is vested by 14 U.S.C. § 821 in
the Commandant under the direction of the Secretary of the Department of
Homeland Security (DHS). To effectively plan, coordinate, and carry out the
Auxiliary’s missions, an organization of various units and elements, and Auxiliary
elected and appointed leaders (as described in this manual), is authorized. Auxiliary
units are required to implement standing rules to facilitate the conduct of business.
The standing rules must not conflict with the provisions of this manual or any other
Coast Guard directives.

The Commandant (G-C), as the Coast Guard’s senior officer, is responsible for
administering the service in an economical and efficient manner. The Commandant
prescribes broad policies for governing the service, and directs, supervises, and
coordinates service endeavors and performance. The Commandant guides the Coast
Guard legislative programs and requires compliance with the statutory obligations
and requirements imposed. Finally, the Commandant establishes and maintains
liaison with other Federal Government agencies and with the public.

The Assistant Commandant for Operations (G-O) has the responsibility to develop,
coordinate, and direct the Coast Guard operational program. This program includes
setting policy, guidance, and providing the resources for the conduct of the defense,
law enforcement, navigation, search and rescue, and boating safety missions. G-O
is also responsible for the operation and support of Coast Guard facilities on land, at
sea, and in the air.
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B.4. Director, Under the general direction and supervision of the Assistant Commandant for
Operations Operations (G-0), the Director of the Operations Capability Directorate (G-OC) is
Capability the first level supervisor for the Chief Director, Auxiliary.

Directorate

B.5. Chief The Chief Director, Auxiliary (G-OCX) is responsible for Auxiliary administrative
Director, and operational controls and support. The Chief Director shall:

Auxiliary

e Serve as a G-O Staff officer (G-OCX), on the staff of Director, Operations
Capability (G-OC).

e Direct Auxiliary administration within policies established by the Commandant
under authority of 14 U.S.C. § 821, et seq. (Coast Guard Auxiliary).

e Serve as the Commandant’s designated representative to the Auxiliary National
Executive Committee (NEXCOM) and Auxiliary National Board.

e In consultation with NACO, NEXCOM, and the National Board, develop and
implement policies and procedures that define standards for the development
and organization of Auxiliary personnel and programs.

e Develop policies and procedures to define standards which apply in accepting
Auxiliary facilities for Coast Guard use and in training to qualify Auxiliarists
before assignment to duties.

e Consult and coordinate with Coast Guard program managers to determine
requirements for use of Auxiliary resources within the purposes described in
14 U.S.C. § 822. In consultation with the NEXCOM, develop plans and
procedures to achieve and maintain Auxiliary strength characteristics consistent
with identified Coast Guard requirements.

e Foster cooperation between Coast Guard districts and State governmental
agencies to facilitate use of Auxiliary facilities and personnel in areas of sole
State jurisdiction as authorized in 46 U.S.C. § 13109 and 14 U.S.C. § 141.

e Delegate to Auxiliary elected and appointed leaders such matters necessary or
appropriate for Auxiliary functioning, organization, and internal administration.

e  On behalf of the Commandant, review and approve or disapprove
recommendations of the National Board that affect official publications, the
standing rules and bylaws, awards, uniforms, flags, pennants, burgees, and
internal matters of the Auxiliary.

e Actively promote Auxiliary interests.

B.5.a. Deputy The Deputy Chief Director shall:
Chief Director, e Serve as a G-O Staff officer (G-OCX), on the staff of Director, Operations
Auxiliary, Capability (G-OC).
G-0CXd e Serve as Acting Chief Director during absences of the Chief Director.
e Direct and supervise G-OCX-1 and G-OCX-2 Division Chiefs.
e Assist Chief Director, Auxiliary with duties and responsibilities as assigned.
e Maintain liaison with Commandant staff offices to assist in development and

maintenance of Auxiliary policies and training.

e Maintain oversight of and participate in developing and maintaining 5- and
10-year G-OCX strategic plans.

e Maintain oversight of Auxiliary International engagement.
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B.5.b. G-OCX-1

B.5.c. G-OCX-2

The G-OCX-1 Division shall:

In coordination with the Human Resources (G-W) staff, develop training
programs and funding resources under AFC-56 and AFC-30T accounts.
Develop training criteria for qualifying Auxiliarists for assignment to appropriate
duties in coordination with the National Directorate Commodore-Member
Services (NADCO-MS) and Department Chief of Training (DC-T). Coordinate
the development, review, and approval of all materials used in support of
Auxiliarist training, to include electronic and multi-media materials.

In coordination with the Chief Counsel (G-L) staff, develop policies and
procedures for efficient resolution of claims for damages involving Auxiliary
facilities or incidents involving death or injury to Auxiliarists.

In coordination with the Civil Rights (G-H) staff, assure policies affecting
Auxiliary administration adhere to the Coast Guard’s civil rights, sexual
harassment prevention, and diversity training programs.

Oversee Auxiliary National Supply Center (ANSC) management and operation,
as well as all contracts, budget operations, and financial management affecting
Auxiliary and Chief Director activities.

Oversee management and operation of the Auxiliary national “C” schools
programs, distance learning programs, and any international activity (G-CI
liaison) involving Auxiliary resources or personnel.

Maintain liaison with the Auxiliary’s Legislative Liaison Committee (LLC)
Chairperson. Coordinate contact between the committee and the Congressional
Affairs (G-ICA) staff for Federal legislative activities. Coordinate contact
between the committee and the State Affairs Division (G-OPB-2) for State and
local legislative activities.

Initiate, build, and maintain resource proposals as necessary to support all
Auxiliary programs.

Initiate, build, and maintain Legislative Change Proposals (LCPs) as necessary
to support all Auxiliary programs.

Engage on legal issues and be a point of contact for the G-L directorate.

Build and maintain a G-OCX long-term budgeting strategy.

Maintain liaison with the Auxiliary and G-CI to provide planning and
maintenance of the Auxiliary International Engagement Plan.

Maintain 5- and 10-year G-OCX strategic plans.

The G-OCX-2 Division Chief shall:

Serve as a G-O Staff officer (G-OCX), on the staff of Director, Operations
Capability (G-OC).

Assist in the development of policy guidance and procedures, which enhance
budgetary resources for the Auxiliary program.

Develop policies that define the standards for assigning Auxiliary personnel and
resources to duty.

Develop procedures that govern operation of Auxiliary resources.

Coordinate with other Coast Guard programs on training and certification
standards for qualifying Auxiliary personnel and resources for duty.
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e Maintain liaison and coordinate with departments of the Auxiliary National Staff
on policies and procedures which govern Auxiliary resources used in the
functional areas of operations, vessel examination, marine safety, environmental
protection, aviation, and recreational boating safety.

e Assist in the development, review, and approval of all materials used in member
training for Auxiliary operations.

e Foster cooperation between Coast Guard districts and State government agencies
to facilitate Auxiliary resource use in areas of sole State jurisdiction as
authorized by Federal law.

e Monitor Federal and State boating safety equipment requirements to ensure
Auxiliary vessel safety check requirements are compatible.

e Provide oversight of surface operations and air operations manuals.

¢ Develop and maintain procedures in conjunction with G-OPB to govern the
Auxiliary Recreational Boating Safety (RBS) Program.

The District Commander (d) is the senior Coast Guard officer in a Coast Guard
district. ~ The District Commander is responsible for the efficient, safe, and
economical performance of Coast Guard duties and the proper use of assigned
personnel and facilities. The District Commander is the Commandant’s direct
representative in all Coast Guard matters within the district.

The Coast Guard District Chief of Staff (dcs), under the District Commander’s
general direction, assists in the general administration and accomplishment of all
district activities.

The Chief, Coast Guard District Operations (0) Division functions under the District
Commander’s general direction via the District Chief of Staff to coordinate and
direct the district operational programs.

The Director of Auxiliary (Director) (oax), working together with the District
Commodore (DCO), the Auxiliary, Coast Guard Area and district Staffs, Coast
Guard Operations and Administrative Commands, Board and Staff, is responsible for
administering, coordinating, facilitating, supporting, advocating, advancing, and
overall execution of the Auxiliary program within the district/region.
Organizationally, the Director is normally a branch chief within the District
Operations Division under the direct supervision of the District Chief of Operations
Division or the Chief of Search and Rescue. The Director serves as the advisor to
the District Commander on all Auxiliary matters and is the District Commander’s
direct representative on all Auxiliary matters within the District. The Director
receives program policy direction from the Chief Director.
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B.9.a. General
Responsibilities

B.9.b. Specific
Responsibilities

Generally, the Director shall:

Serve as a Staff officer within the district operations division.

Ensure/facilitate the overall training, readiness, and safe operations of the
Auxiliary.

Provide the right and ready volunteer capability and capacity in support of
district missions.

Support, enable, and provide program guidance to the Auxiliary elected and
appointed leaders for the accomplishment of their duties, missions, assignments
and responsibilities as defined in appropriate Commandant directives.

Specifically, the Director shall:

Serve as a voting member of the Auxiliary District Board.

Serve as a member of the District Executive Committee (EXCOM).

Interpret Coast Guard policy and guidance for district Auxiliarists.

Plan and assist in the establishment/disestablishment and expansion of the
Auxiliary’s basic organizational units in accordance with Chapter 4 of this
manual. Advise the district/region Board on matters of program activities and
regulations and encourage uniformity of standards among the various district
Auxiliary units.

Review and approve all Auxiliary unit newsletters and publications, as well as
all policy and training material published by/for district Auxiliarists. The
review and clearance of Auxiliary unit newsletters, publications, electronic
communications, and other materials may be delegated in writing to specified
Auxiliary elected and appointed leaders (DSO-PB/ADSO-PB/DSO-IS/DSO-
CS/ADSO-CS).

In coordination with the DCO, establish and advise a district Auxiliary Awards
Board for approval of applicable award recommendations submitted by
Auxiliarists (see Chapter 11).

Develop and execute a budget and financial plan for Coast Guard funds to
support the Auxiliary program and activities. Make budget adjustments based
on changing priorities within the Auxiliary or Coast Guard. Coordinate and
develop out-year district budget builds through the Regional Strategic
Assessment (RSA) and Area Readiness Requirements (ARR) processes. DCO
and EXCOM make recommendations or requests to the Director. There should
be an open discussion/communications between the Director and DCO/EXCOM
in the development of the district budget. The Director has the final
authority/responsibility/accountability as authorized by the District Commander
on the expenditure of Government funds.

Administer the enrollment and disenrollment of members according to the
standards prescribed by this manual and other Coast Guard directives.
Administer the acceptance of facilities in accordance with the Auxiliary
Operations Policy Manual, COMDTINST M16798.3 (series), and other Coast
Guard directives.
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e Facilitate coordination of Auxiliary training and mission specific training for
Auxiliarists with appropriate Coast Guard Headquarters, area, and district staff
elements and field units.

e Delegate in writing to Auxiliary elected and appointed leaders such Director
functions and matters deemed necessary or appropriate for the efficient and
effective functioning of the Auxiliary’s organization and internal
administration, consistent with Auxiliary program policy.

e Maintain a system of Auxiliary program records in accordance with Chapter 3,
Section K of this manual and perform necessary administrative functions
including, but not limited to:

» Maintain individual Auxiliarist records.

= Administer Auxiliary testing programs for specialty, program, and mission
certifications and qualifications.

= Submit reports prescribed by this manual.

= Maintain lists of those members converting to retired status.

» Transfer past members’ records to the Federal Records Center two years
after disenrollment.

e Pursuant to current Coast Guard directives, ensure all Auxiliarists are provided
the proper personal protective equipment (PPE) for their assigned duties.

e Pursuant to current Coast Guard directives, facilitate security clearances and the
overall Personnel Security Investigation (PSI) Program for Auxiliarists in
accordance with current Physical Security and Force Protection Program
Manual, COMDTINST M5530.1 (series), and district directives.

e Provide input regarding Auxiliary resources and capabilities for district and area
contingency planning.

Pursuant to provisions of 14 U.S.C. § 821(a), the Commandant has delegated
authority for Auxiliary administration to other Coast Guard members. In addition,
certain management capability has been delegated to Auxiliary leaders for Auxiliary
functioning, organization, and internal administration. These delegations of
authority for Coast Guard members and delegation of management capability for
Auxiliary elected and appointed leaders appear throughout this manual, but may not
be further re-delegated, unless expressly authorized herein. The rights, privileges,
powers, and duties granted to the Auxiliary organization, its elected and appointed
leaders, and members appear in the Code of Federal Regulations (CFR),
AUXMAN, and other specific Coast Guard directives.
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B.11. Director
Reports

NOTE &~

B.12. Regional/
Assistant
Directors

As soon as practical after the event, directors must submit the following reports to
the Chief Director:

¢ Significant newsworthy local/regional operational cases, rescues, major
accomplishments/best practices performed by the Auxiliary or the Director and
staff .

e Results of all district elections. A copy of election results should also be copied
to the Auxiliary National Administrative Staff officer (N-A).

e All major accident or death incidents involving Auxiliarists.

e Changes in email addresses, mailing addresses, and phone numbers of key
district or region Auxiliary leaders to include, but not limited to the DCO,
RCO(s), and VCO.

The required reports in paragraph B.11 above significantly reduce the Director’s
workload from previous reporting requirements while still providing sufficient
information to G-OCX. The following six reports are no longer required by the Chief
Director, but still may be required by the District Commander and therefore compiled
for district, region, or Auxiliary usage:

e Annual schedule of district board meetings with any appropriate updates and
changes.

Minutes of district board meetings.

Annual district directory (with one additional copy to the ANSC).

Reports of newly chartered or disestablished units.

Director’s newsletters, policy interpretations, or handbooks.

Annual report specifying new or non-traditional tasks in which Auxiliarists have
been employed or are expected to be employed.

In those districts geographically divided into Auxiliary regions, the Regional
Director has the same responsibilities and duties as a Director in other districts not
divided into regions. Assistant Directors, under the direction and supervision of the
Director, assist in Auxiliary administration. Assistant Directors are usually co-
located with the Director, however, each can be stationed in a community remote
from the Director’s office. In these cases they are called Assistant Directors
(detached) and have the same responsibilities and duties as a Director, if so
delegated.
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B.13. Auxiliary Commands may designate an active duty Coast Guard member to serve as the Coast
Liaison Guard Auxiliary Liaison (AUXLO) for that command as a primary point of contact
for Auxiliary affairs.

The Auxiliary Liaison (AUXLO) is an active duty member assigned by the Coast
Guard unit Commander who coordinates with the applicable Auxiliary elected
leaders, staff officers, or Auxiliarists.

NOTE & The Auxiliary Unit Liaison (AUXULO) is an experienced Auxiliarist assigned by the
District Commodore in consultation with the Director of Auxiliary and the Coast
Guard unit commander, works with the Coast Guard command to provide immediate
input and response to requirements for Auxiliary support and facilitate Auxiliary
service to the unit.
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Section C. Auxiliary Administration

Introduction

C.1. Chain of
Leadership and
Management

C.l.a. Definition

C.1.b. Elected
Leaders

C.l.c. Leadership

C.1.d. Directors

As a component of Coast Guard Forces, Auxiliarists are organized into the
following four unit levels of administrative and supervisory responsibility:

Flotilla
Division
District/Region
e National

Each level is discussed in later chapters. Auxiliary leaders responsible for unit
administration and supervision are elected at each level. These elected Auxiliary
leaders in turn appoint appropriate staff officers to carry out the various Auxiliary
missions and programs.

The four administrative levels are coordinated through an Auxiliary chain of
leadership and management. This organizational concept functions where current
elected members are responsible to elected members on the next higher
administrative level and to all members they represent by virtue of elected office.

In the Auxiliary, the phrase “chain of leadership and management” describes a
system of communication and responsibility providing for an effective and efficient
path for relaying information through all organizational levels. The process is best
described as a chain of leadership and management rather than a chain of command,
as no military command authority exists.

Auxiliary elected leaders must convey policy accurately and consistently to
Auxiliary unit members via the chain of leadership and management. Likewise, all
Aucxiliarists are expected to use the chain of leadership and management for giving
and getting information and voicing appropriate concerns. All members should
recognize that the elected leader’s experience offers a great potential to solve
problems.

When correspondence is submitted via another Auxiliary elected or appointed
leader in the chain of leadership and management, that Auxiliarist is obligated to
rapidly endorse and forward correspondence as required. Good leadership and
management demand the existence of proper channels for Auxiliarists to follow and
respect, except as otherwise provided or directed. This process assures that every
activity is well monitored and carried out by the ablest members, prevents confusion
and delay of actions, and allows for orderly and courteous flow of information.

Auxiliarists should keep in mind that the Director is a vital source of Coast Guard
information who provides the latest guidance on special projects and routine
Auxiliary administration. Auxiliarists must utilize the chain of leadership and
management in communicating ideas, information, and requests. This process is
important for the orderly conduct of organizational activities and is proven to
actually speed work results, since many solutions are found directly at the flotilla or
division leadership level.




C.2. Parallel
Staffing

C.3. Regions

C.4. Areas

C.4.a. Atlantic
Area East

C.4.b. Atlantic
Area West
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Parallel staffing is a second communications process for appointed staff officers and
is similar to the Auxiliary chain of leadership and management. For day-to-day
operations, staff officers must communicate with their counterpart staff members at
the next higher or lower organizational level to assure support is provided. For
example, the District Staff officer Public Education (DSO-PE) is expected to pass
information concerning Public Education matters to all Division Staff officers -
Public Education (SO-PE) in the district. When there are questions, or a need for
additional information, a Flotilla Staff officer - Public Education (FSO-PE) would
communicate with the SO-PE.

In Coast Guard districts with large geographical areas or large population
concentrations, the Auxiliary administrative responsibility is further divided into
regions. Generally, these regions are organized, are administered, and function
exactly the same as a district. Specific area and district/regional boundaries,
together with a map, are found in Appendix H.

For National administration, the Auxiliary is divided into the following three areas:

e Atlantic (East)
e Atlantic (West)
e Pacific

Each Auxiliary area is administered by a National Area Commodore (ARCO).

The Atlantic Area East includes:

e First District (Northern and Southern Regions)
e Fifth District (Northern and Southern Regions)
e Seventh District

The Atlantic Area West includes:

¢ Eighth District (Eastern and Western Rivers, and Coastal Regions)
e Ninth District (Eastern, Central, and Western Regions)
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C.4.c. Pacific The Pacific Area includes:

Arca e Eleventh District (Southern and Northern Regions)

e Thirteenth District
e Fourteenth District
e Seventeenth District
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Section D. Coast Guard Auxiliary Linkage with the Coast Guard

Introduction The Auxiliary program is organizationally aligned under G-O. (see Figure 1-1)

I Commandant |

Assistant Commandant /

for Operations /

| Director of Operaticns Capability ]_ /
e
| Chief Director, Auxiliary |71/—|
r

| National Commodore |

National Vice Commodore

National Area Commodore
-Atlantic (E) and (W) T
-Pacific

Area Commander I

National Directorate
Commodores
OMS, M5, RBS

| National Staff

District Commander

District Chief of
Operations

Director of Auxiliary District Commodore

;—' Vice Commodore

Rear Commodore

Division Captain
Division Vice Captain

Flotilla Commander
Flotilla Vice Commander

Member

Figure 1-1
Diagram of Coast Guard Auxiliary National Organization — National to Member
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The Chief Director, Auxiliary (G-OCX), in consultation with the NACO, provides
administrative and management guidance and program resource support.

The National Commodore (NACO) represents the Auxiliary and reports in
coordination with G-O, G-OC, and the Chief Director to the Commandant.
Additionally, the NACO represents the Auxiliary with all Coast Guard Flag officers
and Flag officer equivalent civilians at Coast Guard Headquarters on Auxiliary
matters.

In an effort to support the Commandant’s Strategic Goals and serve the Auxiliary
customers, the NACO, under the general direction and supervision of the
Commandant, shall:

o Lead the strategic management of the Auxiliary and ensure corresponding
Auxiliary policy and business planning support the Commandant’s Strategic
Goals.

¢ Ensure that appropriate communications and interfaces occur between the
Auxiliary, the Coast Guard, other customers, and organizations.

¢ Create an environment needed to ensure effective and efficient mission
performance at all organizational levels.

o Create an environment that makes the Auxiliary the organization of choice for

those wishing to volunteer their time to serve the public interest in maritime

related fields.

Support and manage diversity throughout the Auxiliary organization.

Support the Coast Guard’s international program objectives.

Evaluate the mission performance of the Auxiliary and report as requested.

Serve as the Auxiliary champion, key advisor, and primary representative of the

organization internally and externally.

Advise G-C, G-0, and G-OC of the overall administration of the Auxiliary.

e Keep G-C, G-0, and G-OC informed of progress made in planning and
executing the policies and programs managed by the Auxiliary.

The National Vice Commodore is second to the NACO and supervises the National
Directorate Commodores (NADCOs), and, when directed, acts for and on behalf of
the NACO in linkage with the Coast Guard. NAVCO links directly with the Chief
Director for all matters related to NADCOs, Auxiliary National Staff, and programs
under the purview of the NADCOs and the Auxiliary National Staff. The Auxiliary
also links with the other Coast Guard Headquarters directorates and program areas
through the NAVCO and the 3 ARCOs, NADCOs and their Auxiliary Department
Chiefs (DCs) and through direct contact by the Chief Director.

Chief of staff (COS) is referred to and known as the National Vice Commodore
NOTE & (NAVCO).
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D.4. Area Level —
National Area
Commodores

NOTE &

D.5.
District/Area
Level

At the Coast Guard Area level, linkage is achieved through direct contact by the
ARCOs Atlantic (East and West) and Pacific with the respective Coast Guard Area
Commander and staff.

In support of the NACO, the ARCOs, within their respective geographic areas,
shall:

e Represent the NACO and Auxiliary programs and policies during regular
meetings with the respective Coast Guard Area Commander.

e Maintain close liaison with the DCOs and provide needed advice and counsel.

e Assist DCOs in solving problems not resolvable at district/regional levels.

e Preside over scheduled area planning meetings.

e Be responsible for the conduct of Auxiliary programs.

e Represent their area on the NEXCOM and attend district/regional conferences
when directed by the NACO.

e Keep the NACO and other members of the NEXCOM informed of progress
made in planning and executing the policies and programs of the Auxiliary.

Area Commodores are now referred to as National Area Commodores. Where the
acronym ARCO is used, National is implied.

At the Coast Guard district level, the Coast Guard Auxiliary District/Region
Commodore achieves linkage with the District Commander and staff. The DCO
links to the District Commander through coordination with the Director. (see
Figure 1-2) The DCO reports to and represents the Auxiliary to the District
Commander in a similar manner as the NACO to the Commandant. The Director,
in consultation with the DCO, provides administrative management and program
resources support. Directors co-located with Atlantic Area and Pacific Area
commands shall assist the ARCOs in maximizing the productivity of visits with the
Coast Guard Area Commander by helping to ensure the Area Commander is fully
pre-briefed on the topic, scope, and desired outcome. These co-located Directors
will normally interact at the area level as the host Director, due to their geographic
co-location with the command.

Under normal circumstances, Auxiliarists will generally not formally communicate
directly with the District Commander unless specifically authorized by the District
Commander or Director. The District Commander works on a precise, efficient, and
scheduled timeline, therefore, the Director has been charged with coordinating,
preparing, and pre-briefing the District Commander to optimize the use of time
while maximizing the productivity of the meeting, phone call, or email to obtain the
desired action or results in support of the Auxiliary. This general procedure is not
intended to place barriers between Auxiliary leaders and Coast Guard Flag officers,
but rather to improve the communication flow between the Coast Guard Flag
officers, Auxiliary leaders, Chief Director, and Director.
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Routine and short (5- to 15-minute) courtesy calls paid by Auxiliary leaders on
Coast Guard Flag officers shall be pre-scheduled, but are unofficial in nature. These
courtesy calls are not normally subject to the in-depth pre-briefing guidance above.
Courtesy calls are intended to provide maximum Auxiliary-Coast Guard
camaraderie, fellowship, and exposure while minimizing administrative barriers.

District Commander

District Chief of ||
Operations
Director of Auxiliary District Commodore
}—{ Vice Commodore
Rear Commodore

Division Captain
Division Vice Captain

I

Flotilla Commander
Flotilla Vice Commander

Figure 1-2

Diagram of Coast Guard Auxiliary National Organization — District to Member

D.6. Operational
Level

D.7. Strategic
Link

At the operational level, the Auxiliary provides day-to-day support for a wide
spectrum of Coast Guard operational and administrative missions. As the volunteer
arm of Coast Guard Forces, the Auxiliary serves as a significant force multiplier for
stations, groups, activities, marine safety units, cutters and air stations, and
administrative and support commands. Auxiliary forces are incorporated, utilized,
and relied upon in major Coast Guard surge and contingency plans and operations.
Examples include maritime security operations and responses to natural and marine
disasters.

The Auxiliary provides a strategic link between the Coast Guard’s field operating
element and the recreational boating public.
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Section E. Auxiliary Leadership and Management as Auxiliarists

Introduction

E.1. Leadership

E.2. Established
Management
Procedures

E.2.a. Staff

E.2.b. Auxiliary
Unit Liaison

The Auxiliary, as a uniformed organization of civilian volunteers, presents unusual
leadership and management challenges. There is no authority to hire or fire an
Auxiliarist, nor is there any military command authority.

Leadership and management capability rests on the Auxiliarists’ consent and on
effective leadership skills. No group, including the Auxiliary, can function
effectively without direction and goals. Leaders must conduct planning, provide
coordination, and employ appropriate motivational techniques to attain desired
objectives. Most successful leaders are individuals who practice good human
relations skills. Effective Auxiliary leaders convince Auxiliarists to accept personal
responsibility for task and mission accomplishment for which they have
volunteered. Elected Auxiliary leaders are encouraged to seek help from past
leaders and use their experiences whenever possible.

There are certain established routines which can help Auxiliary unit management.
First and foremost is proper planning. The new Auxiliary unit elected leader should
carefully choose a staff, develop a schedule of events and meetings, and establish a
budget. The newly elected leader must be thoroughly familiar with Auxiliary and
Coast Guard manuals governing Auxiliary missions and programs.

Staff members, once selected, should be delegated management capability
associated with the task assigned. An early consultation by the elected leadership
with Staff officers is required in order to coordinate programs, plan public education
(PE) and member training (MT) classes, public affairs (PA) campaigns, and other
activities.

The staff position AUXULO is established by Operation Patriot Readiness
following the events of 11 September, 2001. The primary purpose of an AUXULO
is to ensure positive linkage by the Auxiliary with each and every administrative,
support, and operational Coast Guard command/unit. = For more specific
information, see the Auxiliary Operations Order — Patriot Readiness, USCG —
Operation Patriot Readiness, ALCOAST 010/02 (COMDTNOTE 16790, dated 10
January 2002), and USCG — Operation Patriot Readiness — Phase 1II, ALCOAST
OPRIII 034/04(COMDTNOTE 16790, dated 30 January 2004). (see Appendix J
and the Coast Guard Auxiliary’s web site for more information).
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Use of the following basic ideas will help ensure meeting success:

Decide the purpose of the meeting.

Develop a written agenda.

Choose the time, place, and date to best accommodate the members.

Conduct the meeting under the rules of parliamentary procedure (Robert’s Rules

of Order).

At each meeting, assign an Auxiliarist to welcome guests.

e Ensure senior Auxiliarists and Coast Guard personnel are promptly greeted and
introduced, if not generally known.

e Introduce guests and prospective Auxiliarists to the members, and try to make

each person feel welcome.

Elected and appointed leaders and staff are expected to wear uniforms at business
and official meetings. To enhance esprit de corps, members are encouraged to
attend meetings in the prescribed uniform or Auxiliary Blue Blazer outfit.

The Auxiliary Flotilla Procedures Manual, COMDTINST M16791.5 (series),
contains many other ideas and suggestions for successful flotilla administration.

The Auxiliary Division Procedures Manual, COMDTPUB P16791.3 (series)
contains many other ideas and suggestions for successful division administration.

To plan expenditures properly, every Auxiliary unit should have a clearly
established annual budget. An example of a flotilla budget is contained in the
Auxiliary Flotilla Procedures Manual, COMDTINST M16791.5 (series).

The Coast Guard Operations Systems Center (OSC) in Martinsburg, West Virginia
operates an Auxiliary database (AUXDATA) which contains personal and activity
data about Auxiliarists and units. The database functions as a management tool that
is only effective when Auxiliarists provide accurate and timely activity input.
Complete descriptions of proper Auxiliary forms that provide input data are found
on the Auxiliary National web site or the Chief Director’s web site. (see
Appendix J)

1-26



Auxiliary Manual

Chapter 2
Missions and Programs

Introduction

In this Chapter

The Commandant has assigned primary responsibility for the accomplishment of
certain missions to the Auxiliary as an organization. This chapter outlines those
mission areas in which the Commandant has authorized Auxiliarists, as individuals,
to participate in the mission areas specifically assigned to the Auxiliary. Together,
the missions assigned to the Auxiliary and the mission areas authorized for
individual Auxiliarist participation are essential and basic to operating the Auxiliary
and effectively using Auxiliarists to successfully support and accomplish the
missions of the Coast Guard.

This chapter contains the following sections:

Section Title See Page
A Missions and Unit Goals 2-3
B Programs/Activities Authorized for Auxiliarists 2-5
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Section A. Missions and Unit Goals

Introduction

A.1. Four
Cornerstones

A.2. Member
Services

With the passage of the Auxiliary legislation in October 1996, the Auxiliary’s role
was greatly expanded to enable Auxiliary participation in any Coast Guard mission
authorized by the Commandant. In general, this law opens all Coast Guard mission
areas to the Auxiliary, with the exception of combat and direct law enforcement.

Historically, the Auxiliary’s primary missions have been vessel safety checks
(VSCs), public education (PE), and operations. These three missions, together with
fellowship, were known as the four cornerstones. Today, the four cornerstones are
defined as follows:

e Member Services

e Recreational Boating Safety

e Operations and Marine Safety
e Fellowship

The first and primary mission of the Auxiliary is to attract, recruit, develop, train,
nurture, and retain Auxiliarists for assignment to duty. Auxiliarists are trained to
accomplish specific missions assigned to the Auxiliary and to support collateral
Coast Guard missions on a day-to-day and surge basis. In carrying out the mission
of member services, Auxiliarists provide for internal Auxiliary personnel support
and assist the Coast Guard in several personnel and recreation missions as follows:

e Finance Staff (FN)

e Information Services (IS)

e Communications Services (CS)
e Materials (MA)

e Personnel Services (PS)

¢ Member Training (MT)

e Legal/Parliamentarian (LP)
¢ Public Affairs (PA)

e Publications (PB)

e Career Counselor (CC)

e Secretary/Records (SR)

Related to the recruitment of Auxiliarists is the acquisition of offer-for-use surface,
air, and radio facilities. These facilities are used by the Auxiliary/Auxiliarist in
accomplishing assigned Coast Guard missions. The Auxiliary is responsible for
establishing and maintaining the Auxiliary organization to carry out its other
missions.
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The Auxiliary has mission responsibility to support the Office of Boating Safety
(G-OPB) with the development and implementation of various RBS programs. This
mission includes Auxiliary traditional activities conducted on behalf of Federal,
State, and local governments to improve the knowledge, safety skills, and operating
environment of recreational boaters. These include, but are not limited to:

e Public Education (PE) programs.

e Vessel Examinations (VE).

e Distribution of RBS literature and information to the boating public, and
commercial and governmental organizations RBS Visitation Program (RBSVP).

o Liaison for the purposes of enhancing RBS and the images of the Coast Guard
and the Auxiliary in the RBS environs with other organizations, committees,
groups, clubs, associations, and enterprises.

The Auxiliary will be included in those Coast Guard (G-OPB) recreational boating
activities, programs, proposals, committees, and studies that are relevant to the
Auxiliary mission and the interests of recreational boaters in the country.

The Auxiliary has general mission responsibility for providing resources, personnel,
and facilities in support of the operations and marine safety, security, and
environmental protection missions, and in support of other Coast Guard missions,
when requested. These include, but are not limited to:

e Operations (OP)

e Aviation (AV)

e Communications (CM)
e Marine Safety (MS)

e AtoN (AN)

Fellowship remains an essential ingredient in making any organization of volunteers
successful. The Coast Guard recognizes the importance of this aspect of volunteer
participation and encourages a close relationship between Auxiliarists and other
Coast Guard personnel. Fellowship makes the team work and binds the entire
organization together.

Accomplishment of any task, project or undertaking requires a statement of what is
to be accomplished and a plan for doing it. Goals are a convenient way to express
the desired outcome of activity. All Auxiliary units are encouraged to establish
goals and plans to achieve them for the activities in which the unit expects to
engage. Informal systems for goal and plan development are acceptable, however, a
more formal process may be better when a larger organization is involved.
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Section B. Programs/Activities Authorized for Auxiliarists

Introduction

B.1. Academy
Introduction
Mission

B.2.
Administrative
Support to Units

B.3. Aids to
Navigation

B.4. Bridge
Administration

B.5. Civil Air
Patrol Support

This section describes the various programs/activities in which Auxiliarists are
currently authorized to participate. For detailed guidance on operational missions,
refer to the Auxiliary Operations Policy Manual, COMDTINST M16798.3 (series).
Additionally, Memoranda of Understanding (MOU) are in effect which apply to
many of these programs. Coast Guard operational missions may only be authorized
by the appropriate Coast Guard Operational Commanders.

Auxiliarists are authorized assignment to duty to assist the U.S. Coast Guard
Academy with recruitment of cadet candidates. This assignment includes the
orientation and counseling of high school students, attendance at college fairs, and
participation in academy introduction mission (AIM) week each summer at the
United States Coast Guard Academy.

Auxiliarists are authorized assignment to duty to assist and to augment
administrative functions of any Coast Guard unit.

Qualified Auxiliarists and their facilities are authorized assignment to duty to
support and augment the Coast Guard’s aids to navigation (AtoN) program. This
includes verifying position and characteristics of private aids to navigation
(PAtoN), after qualifying as an aid verifier. Auxiliarists may assist and support
AtoN units in servicing Federal aids after receiving proper Coast Guard training.
Auxiliarists may also help the National Oceanic and Atmospheric Administration
(NOAA) and the U.S. Army Corps of Engineers in updating nautical and
aeronautical charts and publications.

Qualified Auxiliarists and their facilities are authorized assignment to duty to
support and augment bridge surveys, investigate and provide information regarding
waterways safety and navigation situations pertaining to the bridge program, and
provide direct assistance and support to the bridge program personnel. Further
information regarding Auxiliary support to the Bridge Program is contained in the
29 February 1996 MOU and Joint Action Plan (MOUJAP) addressing Auxiliary
support of the Bridge Administration Program. The MOUJAP is provided in
Appendix A of this manual.

Qualified Auxiliarists and their facilities may be authorized assignment to duty to
assist the Civil Air Patrol (CAP)/Air Force Auxiliary (AFA) in conducting
authorized joint USCGAUX-CAP missions as provided for in the MOU between
USCGAUX, USCG, CAP, and CAP-USAF.

2-5



B.6. Contingency
Preparedness

B.7. Licensing of
Merchant
Mariners

B.8. Marine
Safety, Security,
and
Environmental
Protection

B.9. Operational
Support

B.10. Port Safety
and Security

B.11. Public
Affairs Support

B.12.
Recreational
Boating Safety

Chapter 2 - Missions and Programs

Qualified Auxiliarists are authorized assignment to duty to provide facilities for
defense and non-defense exercises. Auxiliarists and their facilities may also
provide support as unarmed opposition forces (OPFOR) and may gather
information and data for the development of Coast Guard, State, and local
government contingency plans.

Qualified Auxiliarists are authorized assignment to duty to administer merchant
mariner license and document examinations, conduct oversight of approved
maritime training courses, and provide administrative support for the marine
licensing program at the local level.

Qualified Auxiliarists and their facilities are authorized assignment to duty to assist
the marine safety, security, and environmental protection programs (MSSEP).
Auxiliarists may provide facilities and personnel for PE, support of pollution
prevention activities, environmental disaster relief operations, and other assistance
as needed at Coast Guard Marine Safety Offices (MSOs)/Detachments.

Qualified Auxiliarists and their facilities are authorized assignment to duty to
support all Coast Guard operational units. Auxiliarists must be qualified in
accordance with current Coast Guard manual and directive provisions, and must
serve under the Coast Guard active duty unit commander’s direction.

Qualified Auxiliarists and their facilities are authorized assignment to duty to
support the port safety and security (PSS) program. Auxiliarists may:

e Provide facilities and perform unarmed observation and reporting.

e Perform harbor and anchorage patrols.

e Provide assistance to Coast Guard Forces in safety and security zone
enforcement, mostly in the form of Boater Education/advisement areas.

e Provide support for low risk armed/unarmed vessel boardings.

e Perform port facility and vessel verification visits.

e Perform aircraft overflights.

e Augment Coast Guard crews.

e Perform additional administrative support.

Auxiliarists are authorized assignment to duty to support Coast Guard and
Auxiliary PA programs as described in the Coast Guard Auxiliary Public Affairs
Officer’s Guide, COMDTINST M5728.3 (series).

Qualified Auxiliarists and their facilities are authorized assignment to duty to
support the RBS Program including:

Conduct PE.

e  Perform recreational VSCs.

e Participate in State Liaison Programs (SLO), RBSVP, boat shows, and National
Safe Boating Week (NSBW) activities.
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B.12.a. Vessel
Safety Check
Program

B.12.b.
Recreational
Boating Safety
Visitation Program

B.12.c. National
Safe Boating
Week

B.12.c.1. Media
Event

B.12.c.2.
Participation

The VSC program is a safety check service provided free to owners or operators of
recreational boats and certain Federal, State, and local government-owned boats.
Uninspected vessels carrying six or fewer passengers for hire may have a VSC.
The same is true for boats owned by scouting/youth organizations, which do not
come under the provisions for inspection and certification. Additionally, the
Commandant may specifically authorize other boats for a VSC.

Specific VSC program elements are contained in the Vessel Safety Check Program,
COMDTINST 16796.7 (series), and the Auxiliary Operations Policy Manual,
COMDTINST M16798.3 (series).

The RBSVP provides boating safety information to recreational users. Auxiliarists
visit dealers regularly to supply them with boating safety information and material.
Dealers also help promote boating safety through publicizing local Auxiliary PE
courses and VSCs. The Auxiliary Marine Dealer Visitor (MDV) Manual,
COMDTINST M16796.3 (series), contains program details.

The Coast Guard-sponsored (G-OPB), year-round National Safe Boating Campaign
is produced under a grant from the Aquatic Resources (Wallop-Breaux) Trust Fund.
Recognizing the need to promote safe boating practices, Congress requests the
President proclaim (annually) the seven-day period prior to Memorial Day
Weekend as National Safe Boating Week.

NSBW is an annual National media event symbolically launching the recreational
boating season. It not only starts the traditional boating season, but also introduces
a year-long media campaign to give boaters more safety information about their
activity. The NSBW chapter of the Coast Guard Auxiliary Public Affairs Officer’s
Guide, COMDTINST M5728.3 (series), contains detailed information on this
program.

As local Coast Guard boating experts and representatives, Auxiliarists are asked to
provide assistance to groups planning NSBW events and similar activities annually.
Participation possibilities have included:

Rescue demonstrations.

Static display of vessels or aircraft.

Arrangements of signs, billboard locations, and banner towing.
Press releases, conferences, and interviews.

Regattas, parades, and blessings of fleets.

Local media public service director contacts.

Public access TV opportunities.

Open houses and special classes.

Increased requests for VSCs.

Increased RBSVPs.

Publication of important telephone numbers. (see Appendix J)
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Because the Auxiliary’s PE program supports Coast Guard missions, direct Coast
Guard support is authorized. Auxiliarists must conduct Auxiliary PE courses
according to the following policy:

The Coast Guard Auxiliary Association, Incorporated (CGAuxA, Inc.) develops
and publishes and/or acquires and distributes course materials and examinations.
These materials are to be used to conduct all Auxiliary PE courses.

e Lesson instructions must conform to outlines published and approved by the
NEXCOM. The Boating Skills and Seamanship (BS&S), Sailing Fundamentals
(SF), Boating Safety Circular (BSC), and America’s Boating Course (ABC)
will conform to the National Association of State Boating Law Administrators’
(NASBLA) minimum standards. In addition to the course material provided by
the CGAuxA, Inc., instructors must teach the appropriate State regulations and
conduct a proctored examination.

e Shipping costs for courses are authorized for payment by official Government
postage. Course materials are only purchased from Coast Guard Auxiliary
district material centers or the Auxiliary Center (AUXCEN). The Coast Guard
ANSC does not stock PE course materials for issue or sale.

¢ Instructors may use only those supplemental electronic projections (Power
Point, slides, videos, transparencies, motion pictures, etc.) that are approved by
the Auxiliary Department Chief of Education (DC-E) or the District Staff
officer for Public Education (DSO-PE). The DSO-PE should be aware of any
copyright or trademark issues on materials to be approved for use and, in
appropriate circumstances, written authorization must be obtained in advance.
The use of local scenes and information to augment nationally produced
electronic projections is acceptable and encouraged.

e Creators of electronic projections for use in PE courses need to be vigilant to
the unintended infringement upon another’s copyright. Appendix B is the
approved policy for electronic projections and related presentations for PE
courses. Auxiliarists with questions regarding these policy statements are
encouraged to contact their DSO-PE.

Auxiliary Instructors (ITs) may create and teach one course made up of lessons or
chapters from any approved Auxiliary PE course or courses. These locally
produced courses must have a total instruction time of at least two hours times the
number of lessons or chapters taught. Instructors must emphasize the practical
application of the information contained in the course.

Auxiliarists seeking to qualify as an IT must meet the requirements specified in
Chapter 8 of this manual. Additionally, ITs must have passed any course that they
teach. The lead Auxiliary IT must be qualified by the Director and entered in
AUXDATA. Auxiliary personnel may use government purchased equipment for all
PE classes. Auxiliary ITs, qualified to perform in this program, shall normally not
be given reimbursable travel orders.
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B.12.d.3. Boating
Skills and
Seamanship

B.12.d.4. Sailing
Fundamentals

B.12.d.5.
Advanced Coastal
Navigation

B.12.d.6. Basic
Coastal Naviation

B.12.d.7. Boating
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B.12.d.8. America
Boating Course

B.12.d.9. Youth
Courses

B.12.d.10. On
Water Training

B.12.d.11. One-
Time Courses

B.12.d.12. First
Aid

For the BS&S course to be NASBLA approved, instructors will teach at least the
first eight lessons, with the exception of Lesson Seven, Inland Boating, which may
be taught where appropriate. This is referred to as the Core course. The Core
course is NASBLA-approved when State and local regulations are taught and the
examination is passed. The total time of instruction for the Core course must be at
least two hours times the number of lessons taught. When individual lessons, or
any combination of lessons (other than the Core course) are taught, the course
length will be two hours times the number of lessons taught.

For the SF course to be NASBLA-approved, instructors will teach all seven lessons,
one for each chapter of the text. The total time of instruction must equal at least
two hours times the number of chapters taught. State and local requirements must
be taught and the examination passed.

For the Advanced Coastal Navigation (ACN) course, there will be a minimum of
twelve lessons, one for each text chapter. The total time of instruction must at least
equal two hours times the number of lessons taught.

For the Basic Coastal Navigation (BCN) course, there will be a minimum of six
lessons, one for each of the first six text chapters. The total time of instruction must
equal two hours times the number of lessons taught.

For the BSC, all eight chapters must be taught. The total time of instruction must
be at least six to eight hours. BSC is NASBLA-approved when State and local
regulations are taught and the examination is passed.

For the ABC to be NASBLA approved, when used in a formal classroom
presentation, all seven chapters must be taught. The total time of instruction shall
be at least six to eight hours. State and local regulations must be taught and an
examination passed. For ABC to be NASBLA approved when taken as a home
study course (with textbook and/or CD) or on the Internet, the student must attend
an Auxiliary (or United States Power Squadron (USPS)) class where State and local
regulations are taught and an examination is passed.

Youth courses, Boating Fun and Waypoints, will each be one session of at least
one-hour duration.

On Water Training (OWT) for PE course participants may be conducted as
authorized by the Commandant. Only persons who have successfully completed an
Auxiliary PE course presented by an Auxiliary unit are eligible for OWT.

Outside organizations sometimes request a one-time course, beyond what is
available in the nationally approved lessons, to fulfill a special need. ITs may teach
such courses, subject to the Director’s approval.

The general topic of First Aid may not be taught in PE classes.
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Any non-Auxiliary Coast Guard member (active duty, Reserve, or civilian), State
boating education personnel, fire rescue, EMT, law enforcement personnel, or
teachers may help local Auxiliary units with PE programs. Auxiliary units should
seek this assistance where possible. A qualified Auxiliary IT must supervise or
present all Auxiliary PE courses. Guests with special expertise are always welcome
to teach a lesson in a PE course as long as a qualified Auxiliary IT is present to be
responsible for the information accuracy and quality provided.

Flotillas establishing dates for PE courses must complete and forward a Notice of
Intent to Teach Form (ANSC-702) to the appropriate Auxiliary and outside
organizations (such as Boat US and other corporate entities) so they may publicize
the course content and schedule as broadly as possible.

An Auxiliary unit elected or appointed leader, or the unit’s PE or MT Staff officer,
must schedule all PE and MT sessions. Other Staff officers may schedule sessions
for training in their respective programs. The schedule must include a specific time
and place for the training sessions. Assignment to a session is an assignment to
duty according to the provisions of this manual.

Course completion certificates, and/or cards, should be awarded only to those
persons who complete authorized PE courses and pass approved final examinations.
Certificates and/or cards will not be awarded to those who just take the exam.
Flotillas shall maintain a record of certificates issued and student information in a
permanent file or database.

The Auxiliary LLC was created to track legislative and regulatory changes in the
various State and Federal Governments that have an impact on Auxiliary safe
boating programs. The Chair will be appointed by the NACO. Such information is
reported directly to the NACO and to the NEXCOM for use in reviewing Auxiliary
program adequacy and relevancy. Legislative and regulatory changes have an
important impact on PE, VSCs, and related safety programs, as well as Auxiliary
policy and procedures.

DCOs are responsible for supporting this program by appointing one Auxiliarist for
each State in their district/region. Those States within more than one district or
region must have a single liaison acceptable to all DCOs. There should not be more
than one District Legislative Liaison Representative (DLLR) per State. The DCOs
should coordinate this recommendation with the Director within their
district/region. Auxiliarists appointed for this position should be:

o Knowledgeable of State legislative and regulatory procedures and issues and
who resides in reasonably close proximity to the State capitol, and who has the
capability of effective communications with elected and appointed State
officials on issues of Auxiliary interest.

e Able to acquire and compile legislative history on such matters into a
comprehensive, quarterly written report which shall be forwarded to the LLC
Chairperson and the DCO.
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B.12.f.1.
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B.12.f2. SLO
Duties

The LLC Chairperson shall communicate to the NACO and NEXCOM members an
evaluation of any pending State legislation or regulations, outlining potential impact
and recommendations.

The LLC Chairperson and DLLRs shall not communicate their support of, or
objection to, pending legislation with any State elected or appointed official without
the NACO'’s specific approval.

The Auxiliary State Liaison officer (SLO) program is established by provisions of
14 U.S.C. § 141 and 46 U.S.C. § 13109 which authorize the Coast Guard to help
the State in its recreational boating program. The SLO facilitates Auxiliary use to
supplement State efforts in search and rescue, safety and regatta patrols, PE, VSCs,
verification of State maintained AtoN, and other areas of RBS.

DCOs are responsible for supporting this program by appointing an Auxiliarist
from each State in the district/region in close coordination with the Director, the
district State Boating Law Administrator (BLA) and the Auxiliary’s Department
Chief for Boating (DC-B). Those States within more than one district or region
must have a single SLO acceptable to all DCOs. There should not be more than
one SLO per State unless State requested. DCOs should coordinate this
recommendation with Directors within their respective district/region.  The
Auxiliarist appointed to serve as a SLO should be an individual well versed in the
State’s boating laws and regulations and who resides in reasonably close proximity
to the BLA Headquarters. This Auxiliarist must be capable of effective
communications with elected and appointed officials regarding State boating law
issues.

The SLO’s duty is not to interpret Coast Guard policy. Matters in discussion with
BLA, not having specific Coast Guard guidance, must be referred to the Director.
Participation of the Director or district boating affairs personnel in policy
discussion meetings is expected. The SLO should:

e Maintain a close relationship with the BLA and staff. The SLO should meet
with the BLA at least semi-annually. More frequent contact, as needed, may
occur with appropriate BLA staff members.

e Submit a letter report after each meeting to the Director, DC-B, DCO, and
district RBS Specialist, summarizing the meeting and outlining significant
issues or points of concern. Government mail or email use is authorized for the
SLO program.

e Remain current in Federal, State, and local legislation concerning RBS and the
Auxiliary. Review pending legislation for significance to the Auxiliary
program. The LLC Chairperson should be informed immediately of any issue
significantly affecting any Auxiliary program.
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e Provide input to district and division publications informing the Auxiliary of
legislative issues of interest.

e Arrange and attend an annual meeting between the BLA, Director, DCO, and
District Boating Safety Specialist. This meeting should be arranged early in the
year and should focus on reviewing previous year’s accomplishments and
planning for the upcoming year. Coordination of Auxiliary support to State
boating safety programs should be emphasized.

Qualified Auxiliarists are authorized assignment to duty as military recruiters to
support the Coast Guard’s recruiting program. This assignment includes
qualification as a recruiter for the military, proctoring recruiting examinations, and
providing administrative assistance to recruiting offices.

Qualified Auxiliarists and their facilities may be authorized assignment to duty to
assist with and conduct search and rescue operations in support of the Coast Guard.
These duties include search planning, communications support, and search and
rescue operations in navigable and sole State waters.

Qualified Auxiliarists are authorized assignment to duty to assist the Coast Guard in
the marine inspection mission to include:

e Supporting and assisting Coast Guard accident investigations.

¢ Providing platforms for inspectors.

e Conducting vessel inspections.

e Providing remote area surveillance and response.

e Conducting voluntary examinations of uninspected passenger vessels and
commercial fishing vessels.

e Providing administrative support and participation.

Qualified Auxiliarists are authorized assignment to duty to assist in Coast Guard
waterways management mission areas by providing facilities and unarmed
personnel for Coast Guard and other Federal and State agencies, by providing
information and input into the analysis process, and by providing other
administrative and operational program support.

Qualified Auxiliarists and their facilities are authorized assignment to duty to assist
the Coast Guard in support of multi-mission harbor safety responsibilities.
Auxiliarists may perform the following functions:

e Report information about vessel traffic, location, and activities (no intelligence
gathering).

e Report and monitor pollution incidents.

e Patrol safety and security zones (no enforcement duties).

e Report AtoN discrepancies.

e Perform other missions as assigned by the Captain of the Port (COTP).
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B.18. Maritime
Domain
Awareness

B.19. Support
Missions for the
Coast Guard

Maritime Domain Awareness (MDA) is comprehensive information, intelligence,
and knowledge of all relevant entities within the U.S. maritime domain, and their
respective activities, that could affect the country’s security, safety, economy, or
environment. The U.S. maritime domain encompasses all of the following:

e U.S. ports
e Inland waterways
e Harbors

e Navigable rivers

e Great Lakes

e Territorial seas

e Contiguous waters

o Customs waters

e Coastal seas

e Littoral areas

e U.S. Exclusive Economic Zone (EEZ) maritime approaches
e High seas surrounding the U.S.
e U.S. territories

o U.S. interests

The MDA community is composed of military services, Federal, State, and local
agencies with responsibilities in the U.S. maritime domain. Because risks and
interests are common to government, businesses, and citizens alike, community
membership also includes public, private, and commercial stakeholders, as well as
foreign Governments and international organizations. Qualified Auxiliarists may
participate in MDA, as directed, with the exception of direct law enforcement
activities and combat activities.

Auxiliarists augment Coast Guard units by providing a variety of administrative and
Operational Support (OS). One general goal is for Auxiliarist participation in Coast
Guard unit activities to help allow unit commanders to redirect Coast Guard active
duty personnel to conduct law enforcement missions or other missions
inappropriate for Auxiliarists. The relationship must be made clear between the
Auxiliarist assigned to such duties, the Auxiliary organization, and the Coast Guard
unit to which the Auxiliarist is assigned. Assigning an Auxiliarist to duty should
not result in the infringement of the responsibility previously delegated to
Auxiliarists. The following policies apply when assigning Auxiliarists to provide
administrative or OS at a Coast Guard unit:

e Auxiliarists must inform their respective Flotilla Commanders (FCs) before
accepting Coast Guard unit support missions.

e Auxiliarists must wear a proper uniform while on assigned missions.

e Auxiliarists must report their activities using the Activity Report - Mission
Form (ANSC 7030) or the Member Activity Report Form (ANSC 7029).

e  While carrying out support missions, no titles are assigned, formally or
informally, which imply supervision, direction, or any leadership role over any
other Coast Guard member or Coast Guard Auxiliarist, unless directed in rare
and urgent instances by the Coast Guard unit commander.
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Auxiliarists shall not be vested with any titles or duties which imply or entail
law enforcement responsibilities nor shall they carry, handle, repair, or fire
weapons of any sort while assigned to Coast Guard operational missions or
Coast Guard Auxiliary activities. This includes civilian or government
employed law enforcement personnel while acting as an Auxiliarist. A waiver
to this policy may be obtained for the purpose of utilizing qualified Auxiliarists
as range coaches. Waiver requests shall not be submitted by individual
Auxiliarists, but rather the operational commander who determines a bonafide
need.

Only a Coast Guard unit commander will assign any duty, titles, or
responsibilities (i.e., communications watchstander, boat crew) to an
Auxiliarist. Both the Coast Guard unit commander and the FC must mutually
agree to any such assignment duty or title.

No management capability held by Auxiliary elected and appointed leaders, or
duties held by Auxiliary staff members, will be delegated to any other
Auxiliarists on support missions assigned by any Coast Guard authority.
Auxiliarists must be fully certified under provisions of current Coast Guard
manuals and directives. Only those personnel so designated in the various
Coast Guard manuals and directives will be responsible for Auxiliary program
qualifications. For example, only Auxiliarists specially trained and designated
as Qualification Examiners (QE), or Coast Guard Station personnel specially
trained and designated to perform this role, are responsible for qualifying
Auxiliarists in the Boat Crew Program.

Complaints concerning Auxiliarist misconduct, while serving on a Coast Guard
support mission, must be referred, in writing, to the Auxiliarist’s FC, with a
copy to the Director, for appropriate action as recommended or required by any
provisions of Commandant policy or instructions.

The

Commandant may authorize additional Coast Guard programs for

Aucxiliarists/Auxiliary participation. When specifically authorized by the
Commandant, Auxiliary programs and activities may become international,
extending beyond the U.S., its territories, and possessions. The Commandant
(G-OCX-1) must approve new non-traditional Auxiliary programs in advance.
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B.21. Programs
Not Authorized
for Auxiliarists

Auxiliarists and Auxiliary units are not authorized to directly sponsor any youth
groups or training programs such as:

Jaycee Jr. Yacht Clubs.

¢  Youth Regatta Programs.

e Sea Exploring.

e Boy/Girl Scouts.

e Jr. ROTC.

e Naval Sea Cadets.

¢ Similar organizational entities unless specifically approved by the
Commandant.

PE programs or Coast Guard active duty prototype support initiatives may be
offered, but Auxiliary participation in such programs (other than PE and other
support activities specifically approved by the Commandant) shall be as a private
citizen, not as an Auxiliarist. This sponsorship prohibition does not restrict
providing the normal Auxiliary programs available to any other citizen or
organization within the scope of available personnel and equipment resources to do
so, or in attending such functions as the National Scouting Jamborees or similar
events.
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Chapter 3
Membership

Introduction This chapter describes the eligibility requirements, privileges, and conduct
requirements for Auxiliarists.

In this Chapter This chapter contains the following sections:
Section Title See Page
A Eligibility 33
B Enrollment 3-7
C Aucxiliary Personnel Security 3-9
D Membership Accession 3-15
E Transfers 3-19
F Auxiliary Administrative Discipline 3-21
G Informal Disciplinary Action 3-25
H Formal Disciplinary Action 3-27
I Temporary Suspension During Formal Proceedings 3-31
J Appeals of Disciplinary Actions 3-33
K Information Retention and Handling 3-35
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Section A. Eligibility

Introduction

A.l. Facility
Definition

A.2. Special
Skills

A.3. Residence
Requirements

A.4. Criminal
Convictions

The Auxiliary is an organization of civilian volunteers. Membership is open to any
citizen of the U.S. and its territories and possessions, who is seventeen years of age
or older, subject to a favorable (FAV) PSI in accordance with the Personnel
Security Program Manual, COMDTINST M5520.12 (series), and paragraph C.3 of
this chapter. Facility (radio station, vessel, or aircraft) ownership and special skills
are desirable, but not mandatory. Auxiliary membership is open to all U.S. citizens
who are current Coast Guard active duty personnel or former members of any
uniformed service and their Reserve components, to include the Coast Guard,
discharged under honorable conditions.

A facility is a privately owned boat, yacht, aircraft, fixed land, or land, mobile radio
station, at least 25% of which is owned by the applicant/Auxiliarist. Under certain
conditions, the Director may grant a waiver for corporate owned facilities. All
surface facilities, however, must meet the requirements stated for vessels in the
Auxiliary Vessel Examiner Manual, COMDTINST M16796.2 (series), and local
requirements established by the District Commander. For aircraft or radio facilities,
the requirements are in the Auxiliary Operations Policy Manual, COMDTINST
M16798.3 (series). To become a facility it must meet applicable requirements, be
offered for use, and be accepted by the Director.

An Auxiliarist’s special training and experience can rapidly enhance a flotilla’s
ability to carry out any of the Auxiliary’s programs. Examples of such qualified
Auxiliarists include licensed aircraft pilots, those with foreign language skills
(Interpreter Corps), health care professionals (Coast Guard Auxiliarists
Participation in Coast Guard Health care Activities, COMDTINST 6010.2
(series)), radio operators, professional mariners, or educators. Other qualified skills
might include computer technicians or data processors, those with fingerprinting
experience, members of the USPS, EMTs, or first aid instructors, or those
candidates willing to be trained and participate in Coast Guard or Auxiliary
programs.

An Auxiliarist may join any flotilla of their choice regardless of geographic location
and/or boundaries, however, assignment to duty will be in accordance with the
Auxiliary Operations Policy Manual, COMDTINST M16798.3 (series).

Application for Auxiliary membership should be denied if the applicant has a felony
conviction. The Director may recommend to the Coast Guard Security Center
(SECCEN) waiving the denial (under reasonable circumstances), as outlined in the
Coast Guard Recruiting Manual, COMDTINST M1100.2 (series).
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Application for Auxiliary membership should be denied if the applicant has a major
misdemeanor conviction related to drug possession or use, sexual deviation,
aggravated assault, and those other major misdemeanor crimes, as set forth in the
Coast  Guard  Recruiting  Manual, COMDTINST M1100.2 (series).
Notwithstanding any of the above, the Director may recommend to the SECCEN
waiving a denial, as provided in those provisions contained in the Coast Guard
Recruiting Manual, COMDTINST M1100.2 (series).

Application for Auxiliary membership should not normally be denied if a
prospective Auxiliarist has a record of minor misdemeanor offenses - traffic and
non-traffic conviction(s). A Director may deny an application upon showing proof
that these convictions provide evidence of character inconsistent with Coast Guard
core values.

Applicants denied enrollment based on this provision may appeal to their District
Commander. The District Commander’s decision shall be final and not subject to
further review or appeal.

The following procedures deal with enrollment, disenrollment, felony records,
waivers, and mitigating or extenuating circumstances when applying for Auxiliary
membership.

Applicants with a felony conviction shall submit the following:

Enrollment package, including fingerprints (FPs).
Any records regarding the felony.
e Letter briefly explaining the situation (mitigating circumstances).

If the felony is a waiverable offense, the Director shall submit the FPs to the Coast
Guard Security Center (SECCEN) with a notation that the Director will waive the
felony. If it is not a waiverable offense, the Director must reject the application.

Current Auxiliarists with waivers on file must have their submitted items annotated
to show the waiver status before sending to SECCEN. A copy of the waiver is
sufficient notification to SECCEN that the Auxiliarist has a waiver on file.

Current Auxiliarists who joined the Auxiliary before being asked about their history
shall submit:

e FPsand/or NACLC package.
Any records concerning the felony.
e Letter briefly explaining the situation.

If it is a waiverable offense, the Director shall submit the FPs to SECCEN with a
notation that the Director is requesting that SECCEN waive the felony. Ifitis not a
waiverable offense, the Director may advise the Auxiliarist to disenroll/retire.
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A.4.c4. Current
Auxiliarist Who
Joined After
Question Was
Asked, but Not
Forthright

A.5. Recruiting

A.6. Fitness
Requirements

Current Auxiliarists who joined after the question was asked, but were not entirely
forthright with their answers, shall be disenrolled.

The Membership Recruiting and Retention Guide, COMDTPUB P16794.12
(series), contains valuable ideas for attracting new Auxiliarists and retaining current
Auxiliarists.

There are no specific physical standards for participating in Coast Guard Auxiliary
surface or radio operations. Any Basically Qualified (BQ) Auxiliarist, regardless of
physical limitations, may participate in training to achieve certification in an
operational position. However, to become certified in an operational position
Auxiliarists must demonstrate their ability, mobility, and endurance to complete
performance based training and qualifying tasks utilizing the procedures outlined in
the appropriate qualification guide(s) as established by Commandant (i.e., Auxiliary
Boat Crew Training Manual, COMDTINST M16794.51 (series), and associated
qualification guides). Once certified, the Auxiliarist must maintain the process of
Currency Maintenance, which ensures their continued ability, mobility, and
endurance to safely perform any qualification task for which they are certified.
Each Auxiliarist is charged with an ongoing responsibility to use good judgment
and common sense when evaluating their continuing ability to carry out their
assignments. If a physician has advised a condition exists which may preclude safe
and reliable performance while performing Coast Guard or Coast Guard Auxiliary
operational duties, that Auxiliarist must decline patrol orders and notify the flotilla
commander and Director via the Auxiliary chain of communication. If an
operational commander/order-issuing authority is made aware of, or observes a
physical condition that may preclude safe and reliable performance while on orders,
no orders should be issued pending notification and guidance from the Director via
the chain of command. This policy is not an attempt to establish either a
requirement or an expectation for a person to schedule a physical examination
solely for the purpose of evaluating physical capabilities. This policy is intended to
ensure the safety of the Auxiliarist, the crew, the facility, and the public.
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Section B. Enroliment

Introduction

B.1. Initial
Enrollment

B.2.
Re-Enrollment

B.3. Member
Identification
Number

B.3.a. Lost
Identification and
Re-Enrollment

B.3.b. Flotilla
Charter

This section describes the criteria for applicants and former Auxiliarists to become
enrolled as Auxiliarists.

The Director is responsible for approving applications for enrollment. An
individual becomes an official Auxiliarist after the applicant receives a FAV
determination from the SECCEN based on 5 CFR, and the Director has approved
their application, thus officially accepting the individual into the Auxiliary.
Member acknowledgment is accomplished by taking the Auxiliarist pledge at a
flotilla meeting. (see Figure 3-1)

Former Auxiliarists who have been separated or retired from the Auxiliary may be
considered for re-enrollment provided they were not administratively disenrolled
for cause. To re-enroll, a written request must be submitted to the Director, via the
Flotilla Commander (FC) and applicant must have passed a fingerprint (FP) check
in accordance with paragraph B.I above. The Director may re-establish such
Auxiliarists to previous status, as appropriate. To participate in authorized
Auxiliary programs, these Auxiliarists must meet all current requirements, where
certification and/or qualification requirements exist.

When an individual has been accepted into the Auxiliary by the Director, an
individual member identification number (EMPLID) is assigned. The EMPLID is
critical for entering accomplishments and other information into AUXDATA. The
EMPLID is composed of seven separate digits.

Beginning in early 2002, a new seven-digit individual EMPLID was issued to each
Auxiliarist. With the implementation of AUXDATA, this number replaced the old
EMPLID, and is the only identification number issued. AUXDATA will retain the
district, division, and flotilla portions of old EMPLIDs in conjunction with the new
EMPLID where appropriate for referencing purposes.

There are no reissued numbers after the aforementioned date for lost EMPLIDs
since each Auxiliarist receives a unique identification number, which may be
rendered inactive when an Auxiliarist is disenrolled. Upon return to active status, a
re-enrolled Auxiliarist is re-issued their former seven-digit EMPLID by the Director
regardless of whether or not they are located in a different district from the original
enrollment location.

When a flotilla is chartered, no unique EMPLIDs are issued.
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Prologue and Pledge for New Members

The pledge you are about the take is your commitment to support the United
States Coast Guard Auxiliary, an organization dedicated to the promotion of boating
safety and providing assistance to the United States Coast Guard in the fulfillment of
its civil functions. You accept this membership as a volunteer, and as a member you
are charged with certain responsibilities and obligations. These include your
willingness to support the Coast Guard Auxiliary and its purposes, to faithfully
execute your duties, and to participate in its authorized programs to the best of your
ability and to the extent that time and circumstances permit.

As an Auxiliarist, you enjoy certain honors and privileges, among them,
wearing the Auxiliary uniform and flying the Auxiliary Ensign. Wear the uniform
neatly and correctly and fly the Blue Ensign proudly. Remember that your conduct
reflects directly upon the image of both the Coast Guard and the Auxiliary.

The satisfaction you derive from your Auxiliary membership will be in
proportion to your level of participation in the organization’s activities. The success
of the Coast Guard Auxiliary will depend upon the extent of your participation and
upon the quality of the Auxiliary leaders that you, the member, select.

(ASK THE AUDIENCE TO RISE)

If you feel that you can be an active and productive member of the United
States Coast Guard Auxiliary, please raise your right hand and repeat after me:

“I, (your name), solemnly and sincerely pledge myself to support the
United States Coast Guard Auxiliary and its purposes, to faithfully execute my
duties, and to abide by the governing policies established by the Commandant of
the United States Coast Guard.”

Figure 3-1
Prologue and Pledge for New Members
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Section C. Auxiliary Personnel Security Program

Introduction

C.1. Background

C.2. Policy

C.2.a. Base
Enrollment Date

Prior to
1 February 2004

The Coast Guard’s personnel security program was promulgated by Coast Guard
Auxiliary Personnel Security, ALCOAST 550/03 (COMDTNOTE 5520, dated 18
December 2003). This ALCOAST promulgated a personnel security
policy/program to assess the suitability for membership of each Auxiliarist and
prospective Auxiliarist, and articulated specific plans, policies, and procedures.
Terms related to the Coast Guard’s personnel security program can be found in
Appendix L. A list of frequently asked questions (FAQs) can be found in Appendix
K.

Since establishment of the U.S. Coast Guard Auxiliary by law in 1939, this
organization of Auxiliarists has played a vital role in support of Coast Guard
missions. As the leading volunteer organization in the Department of Homeland
Security, the role of Auxiliary forces has significantly expanded in the area of
maritime security. Most significant is on-the-water and in-the-air support to the
Ports, Waterways, and Coastal Security (PWCS) mission and to develop Maritime
Domain Awareness (MDA). Following the events of 11 September 2001, the
Auxiliary set the nation’s standard for volunteerism and patriotism. On our coasts,
bays, rivers and lakes, the Auxiliary supported the Coast Guard’s Maritime
Homeland Security (MHLS) at unprecedented levels - conducting multi-mission
harbor safety patrols, providing administrative support, and backfilling at stations
for B-0 SAR standby duties. To increase their overall readiness and capability, the
Aucxiliary initiated Operation Patriot Readiness and now stands prepared to support
the Coast Guard across the board at even higher levels within the maritime domain
of PWCS.

In CY 2003 the Commandant mandated that all Auxiliarists shall be required to
undergo a Personnel Security Investigation (PSI) as a condition for enrollment in
the Auxiliary. There are many reasons why this policy was enacted, including the
Coast Guard’s move to the Department of Homeland Security (DHS) and the results
of the terrorist attacks on 11 September 2001. These reasons can be further broken
down, but certainly not limited to:

e The Coast Guard has new and sensitive missions.

e The Coast Guard is working with new and higher level security conscious
partners.

e Daily there are more Auxiliarists augmenting Coast Guard billets.

e Auxiliarists have never been more visible to the public, the Coast Guard, and
other DHS agencies.

e Auxiliarists act as trusted agents of the Government.

Auxiliarists with a base enrollment date prior to 1 February 2004 are governed by
policy as outlined in this section. However, they will retain their membership in the
Coast Guard Auxiliary pending the results of the PSI.
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C.4.a. Direct
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New Auxiliarist or re-enrollment applicants (retirees/disenrollees), who wish to
become Auxiliarists on 1 February 2004 and later, are governed by the policies set
forth in this section.

There are two types of PSI requirements:

e Fingerprint (FP) Check — basic or entry level Operational Support (OS)
determination.

e National Agency Check, Law and Credit (NACLC) — Direct Operational (DO)
determination.

Once an Auxiliarist has submitted a PSI package for a determination, there is no
requirement that they ever submit another one, unless it is to change from an OS
designation to a DO designation for the first time or unless a security clearance is
needed.

The purpose of the FP check is to:

e Validate citizenship.

e Determine if there are felony convictions that would require an unfavorable
(UNFAYV) determination.

e Conduct a wants/warrants check.

e Verify eligibility for basic membership.

Only FPs using black ink will be accepted. Non-black ink prints can occur when FPs are
taken using an inkless method, electronic scan, or transfer method, and the FPs are taken

through a heating-pad machine — potentially causing the ink to turn red. However, if the
final FP ink remains black from an electronic FP process, then the FPs are okay.

The purpose of the NACLC is as follows:

e Encompasses all that is included in the FP check.

e Determines eligibility to participate in DO.

o Establishes eligibility to receive a SECRET clearance. It does not give a
SECRET clearance. A SECRET clearance must be requested and justified by
the Coast Guard active duty command requiring it, with concurrence by the
Director.

There are two categories of Auxiliarist participation:

e Direct Operational (DO)
e Operational Support (OS)

DO is defined as Auxiliarists whose qualifications involve the following:
e Surface Operations

e Air Operations

e Operations Planning

e Interpreters

e Command Center/OPCEN/COMMS Watchstanding
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C.4.b.
Operational
Support

C.4.c. Clearances

C.5. Security
Center
Determinations

C.5.a. Types of
Determinations

Fixed/Mobile Radio Facility Operators

Port Security

Marine Safety and Security

Health Care Professionals who are CGAUX Volunteers (G-WK program

supported by Coast Guard Auxiliarist Participation in Coast Guard Health

Care Activities, COMDTINST 6010.2 (series)

e Some Auxiliary Staff Officers (as determined by active duty Operational
Commander, Director of Auxiliary, or the Chief Director)

e Asdirected by a Coast Guard Operational Commander

OS is defined as all Auxiliarists who are not designated as DO. Auxiliarists
involved in Operational Support must undergo a FP check to, at a minimum, verify
data provided on the Auxiliary enrollment application form. Results of this process
will be incorporated into the SECCEN personnel security suitability database and
entered into AUXDATA by SECCEN personnel. Visibility will be normally
limited to DHS, USCG, and the Federal Office of Personnel Management on a
need-to-know basis only. However, all information is eligible for official sharing to
other Federal agencies for official purposes if, and as needed, again on a
need-to-know basis. Auxiliarists shall only know that the results were FAV or
UNFAYV. No specific or personal data shall be disclosed to other Auxiliarists.

The purpose of the Auxiliary PSI program is not to grant clearances to DO
designated Auxiliarists, but to determine their eligibility. To receive a SECRET
clearance, the Coast Guard active duty command that requires it must submit the
request to the SECCEN to obtain it. To receive a clearance higher than SECRET,
the Auxiliarist must follow the process as outlined in the Personnel Security
Program Manual, COMDTINST M5520.12 (series). Security clearances are only
good for designated periods of time and may have to be resubmitted/renewed.

The SECCEN shall make all determinations as to an Auxiliarists’ or new
Auxiliarist/re-enrollee applicants’ suitability for participation in the various
Auxiliary programs. The SECCEN shall be governed by policy as set forth in the
Personnel Security Program Manual, COMDTINST M5520.12 (series). The
SECCEN and Director of Security (CG-86) are responsible for adjudicating all
appeals and their decision is final.

The SECCEN shall make two types of determinations for both DO and OS
participations as follows:

e Favorable (FAV)
e Unfavorable (UNFAV)




C.5.a.1. Pending

Determination

C.5.a.2.
Favorable
Determination

C.5.a.3.
Unfavorable
Determination

C.5.b.
Determination
Notification
Process

C.5.b.1.
Favorable
Determination
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New applicants are entered into AUXDATA with the status “Approval Pending”
(AP), and shall remain in an applicant status until results of the required
determination are received.

Former Auxiliarists desiring re-enrollment will be retrieved from the archive and
their status changed to AP, until results of the required determination have been
received.

If a new applicant receives a FAV determination, their status will be changed to IQ
or BQ, as appropriate, and entered on the rolls of their new flotilla.

If a re-enrollee applicant receives a FAV determination, their status will be changed
to 1Q, BQ, or AX, as appropriate, and entered on the rolls of their new flotilla.

If an Auxiliarist requesting certification for a DO designation receives a FAV
determination, that Auxiliarist becomes eligible to, or continues eligibility for,
participation in any of the DO disciplines.

If a new applicant or re-enrollee applicant receives an UNFAV OS determination by
the SECCEN, they shall be denied membership.

If a current Auxiliarist requesting certification for a DO designation receives an
UNFAYV, the competencies required for participation in any of the DO disciplines
shall be un-certified, using ADMIN as the reason. If any appeal and adjudication is
FAV, the Auxiliarist is to be re-certified. If any appeal and adjudication is UNFAYV,
the competencies required for participation in any of the DO disciplines shall be
removed.

If a current Auxiliarist receives an UNFAV determination for OS, they shall be
administratively disenrolled from the Auxiliary.

The process for notifying an Auxiliarist of their determination is as follows:

If an applicant receives a FAV determination for SO or DO, the Director need not
notify them, but is encouraged to.

New applicants and re-enrollees will know that they have received a FAV
determination by receipt of their new member certificate or notice of re-enrollment
as appropriate.
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C.5.b.2.
Unfavorable
Determination

C.5.c. Appeals

C.6.
Certifications

C.7. AUXDATA

C.7.a. Security
Access

The confidentiality of the applicant and Auxiliarist during the determination and
appeal process is paramount. If the SECCEN makes an UNFAV determination,
they shall notify the applicant via the Director in letter format (or other medium if
more timely method is warranted).

For new Auxiliarist and re-enrollment applicants, the Director shall notify the FC
(only) of the flotilla for which the applicant is applying for membership. The FC is
not authorized to notify anyone else until completion of the appeal and adjudication
process. If, at the completion of the adjudication process, the applicant is still found
UNFAV, the FC may notify the mentor. The mentor shall not notify anyone else.
Only the applicant may notify others, if they so desire.

For Auxiliarists, the Director shall notify the FC and DCO. If the Auxiliarist is a
Division Staff officer, then the Director shall notify the Division Captain (DCP). If
the Auxiliarist is a National Staff officer, then the Director shall notify NACO and
the Chief Director. No person who has knowledge of a suspension is authorized to
notify any other person. If the FC or DCP wish to inform someone else, they must
obtain permission from the DCO. If the DCO is unavailable, then the Director may
grant approval. This authority cannot be delegated.

Any new member/re-enrollment applicant or Auxiliarist who receives an UNFAV
determination has the right to appeal. They shall remain suspended in a pending
status, as outlined in paragraph C.5.a. 1f, after the completion of the appeal
process, they are found UNFAV at either level, they shall be either disenrolled,
denied membership/re-enrollment, or uncertified at the DO level, whichever applies.
Auxiliary members have a right to appear in person before the appeals board, but
they are responsible for all associated personal expenses. Additionally, they have
the right to consult with an attorney, but they may not be represented by an attorney
during appeals board proceedings.

To upgrade a certification into any of the DO disciplines in paragraph C.4.a, a DO
PSI application package (SF-86, DOT 1631, FP cards, etc.) must be submitted to the
Director. The DO PSI application package must be reviewed by the Director and
deemed to have no obvious errors, omissions, or glaring issues prior to receiving a
DO designation.

AUXDATA has been designed to assist Auxiliarists, Auxiliary leadership, the
Director, and the SECCEN in tracking, managing, and creating reports for
implementation and management of the PSI program. Much of the policy as written
in this section has been programmed to automatically generate the required reports,
notifications, emails, etc.

In accordance with the requirements of 5 U.S.C. 552a, The Privacy Act of 1973, the
government shall not disclose any record contained in AUXDATA, by any means of
communication, to any person without the prior consent of the individual to whom
the record pertains. Therefore, access to the AUXDATA Security Tab shall be
limited to “paid Federal Government employees” only, including Directors of the
Auxiliary, their Operations Training officer, Senior Coast Guard Petty officers, and
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senior civilian assistants, and requires a special additional access authorization.
This access will not normally be granted to members of the Auxiliary, except under
the circumstances discussed below.

SECCEN personnel who are required to enter the results of security checks will be
granted special security access. Requests for this access may be made to G-OCX by
the Director, SECCEN, or representative.

One of the few exceptions to the access limitation is for disclosures to members of
the agency with a “need to know.” Determining who has a “need to know” is a
matter of agency discretion. Further, if the Director cannot realign
jobs/responsibilities within the Director’s offices to free up paid employees to
perform the Security AUXDATA work, and there is an absolute and justified
agency “need” to grant access to an Auxiliarist, who is a member of the Director’s
Office Team, a waiver procedure based on a “need to know” and agency “need to
perform required work™ shall be followed.

Waiver requests shall not be initiated until the Auxiliarist has submitted all required
PSI information for Direct Operations and after careful personal review by the
Director to ensure there are no glaring, potentially derogatory/questionable issues at
time of submission/review. If any irresolvable issues arise during the investigation,
AUXDATA security access will be reconsidered jointly by the Director/G-OCX and
may be immediately revoked if deemed appropriate. The following procedures
apply for requesting a waiver to the “paid Federal Government employee”
requirement:

e The Director shall send G-OCX a Coast Guard memo, including results of
attempts to realign office work to free up the paid employee to perform the
AUXDATA work and justification to clearly establish the agency need.
Additionally, the Director shall include any information about the Auxiliarist
that may assist in G-OCX’s evaluation of the waiver request.

e Blanket waivers will not be issued as a matter of controlling/limiting access.
However, it is possible for a single Director’s office to have more than one
Aucxiliarist with access, based on the Director’s cited justification/agency need.

e Waiver request memos from Directors shall be signed by the Director and sent
to G-OCXd.

e To ensure control and accountability/responsibility, Director signature
requirement for this memo shall not be delegated.

¢  G-OCX responses shall be via return memo with copy to SECCEN.
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Section D. Membership Accession

Introduction

D.1.
Membership
Privileges

To become an Auxiliarist, an applicant must meet the general -eligibility
requirements for membership, complete the New Member Initial Orientation, and
Entry Training Program, and be approved by the Director for enrollment.

Once an applicant has been approved as an Auxiliarist, the Auxiliarist shall have the
following privileges:

Entitled to receive current copies of certain Auxiliary publications and The
Navigator magazine at Government expense.

Entitled to attend all Auxiliary national, district, division, and flotilla meetings,
training sessions, and social events.

Entitled to vote on any flotilla matter.

Entitled to be carried on the district membership rolls and receive an Auxiliary
membership photo identification card.

Entitled to wear an Auxiliary uniform with proper devices and insignia of the
current or highest past office held.

Eligible for any elected or appointed office for which qualified.

Eligible to receive Coast Guard orders and be assigned to duty.

Entitled to fly the Auxiliary Ensign on any currently inspected facility,
including vessel, aircraft or radio facilities, and on or near buildings or homes in
which such facilities are located or in which the Auxiliarist resides. Those
Auxiliarists may fly the Auxiliary Ensign day and night. While underway, an
Auxiliarist must be on board when flying the Auxiliary Ensign. If an
Auxiliarist is present, the Auxiliary Ensign may be displayed in appropriate
public places in order to promote the purposes of the Auxiliary. The Auxiliary
Ensign must be maintained in good condition at all times (true color, no tattered
corners, strings, etc.) to bring credit to the organization.

Entitled to Coast Guard and Auxiliary advanced training.

Authorized to use Coast Guard Exchange System (CGES) exchanges, pursuant
to the restrictions contained in the Nonappropriated Fund Activities Manual,
COMDTINST M7010.5 (series).

Authorized to use Department of Defense exchanges only when purchasing
articles and accessories of the uniform.

Authorized by proper Coast Guard authority to use Government vehicles to
perform official business, such as when augmenting a recruiting office.

Granted access to the Coast Guard’s Mutual Assistance Program, which
provides no interest loans or grants for emergencies and student loans.
Authorized to use Coast Guard Morale, Well-Being, and Recreation (MWR)
programs as specified in the Coast Guard Morale, Well-Being, and Recreation
Manual, COMDTINST M1710.13 (series). This does not include the patronage
of Child Development Centers (CDCs). Any eligibility to use Coast Guard
CDCs may be found in the Child Development Services Manual, COMDTINST
M1754.15 (series).
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Retired status is designed to recognize the continuous significant contributions of
those Auxiliarists who no longer desire or are unable to participate in the authorized
activities. Retired status is not a membership category and is not intended for all
Aucxiliarists. Retired status should be recognized by a suitable certificate presented
at an appropriate ceremony.

An Auxiliarist must have been in the Auxiliary for at least fifteen years to achieve
retired status. Under rare, extraordinary, and special circumstances, the Director
may waive this requirement.

A request letter for retired status must be submitted through the chain of leadership
and management to the Director who must approve the request.

The following restrictions apply to retired Auxiliarists:

e Cannot vote.

e Cannot hold office.

¢ Cannot participate in other than Auxiliary social programs.

e Cannot receive Coast Guard orders to perform a specific duty or be assigned to
duty.

e Cannot use Government exchanges, vehicles, or postage.

e  Must return unexpired U.S. Government Auxiliary ID card and other Auxiliary
or Government property to appropriate Coast Guard authority.

The following privileges apply to retired Auxiliarists:

e Authorized to wear the Auxiliary uniform with such insignia as the highest past
office entitles at appropriate functions.

e May have their facility inspected as a retired facility and display the Auxiliary
Ensign on any currently inspected vessel facility, and on or near buildings or
homes in which such facility is located or in which the retired Auxiliarist
resides. Those Auxiliarists may fly the Auxiliary Ensign day and night. While
underway, an Auxiliarist must be on board when flying the Auxiliary Ensign.
The Auxiliary Ensign must be maintained in good condition at all times (true
color, no tattered corners, strings, etc.) to bring credit to the organization.

e Will no longer pay dues.

e If circumstances change, a retiree may apply to the Director or return to a
previous full membership category.

e May attend Auxiliary meetings and participate in fellowship activities.

This membership category is awarded to DCOs at the conclusion of their term of
office in recognition of services given. This does not change the Auxiliarist’s status
or carry any special rights, except exemption from paying national dues by past
DCOs. A certificate is presented at the National Conference (NACON) or other
appropriate occasion (district/region conference).
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D.4. Honorary
Membership

D.S. Honorary
Commodore

Individuals, who are not Auxiliarists, may be awarded Honorary Membership. This
distinction is intended for individuals who have provided a notable service to the
Auxiliary and its programs. This award is made upon the recommendation of the
DCO and the Director, with the approval of the District Commander. The term of
this award may be one year to conform with a period of service, such as a yacht club
commodore, or lifetime (if warranted). An appropriate certificate will be presented
to such individuals by the approving District Commander or a designated
representative.

In certain limited and selected cases, non-Auxiliarists may be awarded the title of
Honorary Commodore. This distinction is intended for prominent individuals who
provide notable service or are considered of exceptional value to the Auxiliary and
its programs. The honoree must have proven their value and commitment to the
Auxiliary on an international, national, or district level. =~ While only the
Commandant can award this honorary title, recommendations for such action may
be made by the NACO with concurrence of the National Board or a DCO after
obtaining concurrence of the respective district board. Recommendations of a DCO
will be submitted to the NACO for endorsement by the National Board and
forwarding to the Commandant. If approved, an appropriate plaque, signed by the
Commandant, or designated District Commander, will be presented to the recipient
of this honor by the Commandant, District Commander, or a designated
representative.
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Section E. Transfers

Introduction

E.1. Within a
District

E.2. Between
Districts

E.3. Denial of
Transfer

This section addresses circumstances for transfers of Auxiliarists within and
between districts and for denial of transfers.

An Auxiliarist may request transfer to another flotilla. The request is submitted on
the Member Transfer Request (ANSC 7056) to their Director, via the Auxiliarist’s
FC, and endorsed by the FC of the prospective flotilla. Information copies are
provided to appropriate DCPs. Provided the Auxiliarist is current in financial
obligations, has no administrative actions pending, and has accounted for all
assigned property, the Auxiliarist’s FC must favorably endorse the transfer. The
request is sent through the chain of leadership and management, according to
district policy, to the Director. If the Auxiliarist is delinquent, the FC should
withhold approval of the transfer until the Auxiliarist fulfills all current financial or
property obligations. The transfer is effective when approved by the Director.

An Auxiliarist should, but is not required to, request transfer between districts upon
a change in permanent residence from one district to another. The Auxiliarist will
submit the request using the ANSC 7056 to the Auxiliarist’s FC. Provided the
Auxiliarist is current in financial obligations and has accounted for all assigned
property, the FC will endorse the transfer. The Auxiliarist’s request is sent through
the chain of leadership and management, according to district policy, to the Director
at the district from which the Auxiliarist is transferring. The Director will contact
the Director of the district receiving the Auxiliarist regarding appropriate flotillas in
the Auxiliarist’s new location. The Auxiliarist is obligated to update their records
with the new address and other pertinent information through their Flotilla Staff
Officer-Information Services (FSO-IS). It is important the Auxiliarist’s original FC
or Director has a way of communicating with the Auxiliarist until the transfer is
completed. If the Auxiliarist has already selected and met with a flotilla, the
gaining FC should advise the new Director through the usual channels. Finally,
after the gaining FC officially contacts the transferring Auxiliarist, the new Director
will approve the transfer. The records are then sent to the gaining district from the
original district. The Auxiliarist retains their EMPLID upon transfer to a new Coast
Guard Auxiliary district.

The Director may deny an Auxiliarist’s request for transfer to another flotilla within
the district or to another district if the Auxiliarist:

e Is delinquent in any financial obligation.

e Did not return Auxiliary or Coast Guard property.

o Is the subject of any pending administrative or disciplinary investigation or
proceeding.
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Section F. Auxiliary Administrative Discipline

Introduction

F.1. Auxiliarist
Rights

F.2. Request for
Investigation

The purpose of Auxiliary administrative disciplinary actions is to correct
inappropriate behavior. Normally, only when all other reasonable attempts to
correct the inappropriate behavior have failed shall disenrollment be considered.

Certain offenses are so unacceptable that they may cause such serious discredit to
the organization’s core values and principles that disenrollment becomes
appropriate. The Director (or Chief Director for National Auxiliary leaders/Staff)
shall make these determinations following the procedures in Section G and H of this
chapter. Although the Auxiliary is a uniformed organization of civilian volunteers,
Auxiliarists are not subject to the Uniform Code of Military Justice (UCMJ).
Auxiliarists may be subject to various administrative penalties, however, including
disenrollment from the Auxiliary. Such administrative actions may be initiated
when Auxiliarists violate the policies and procedures that govern the Coast Guard
Auxiliary established by the Commandant and for conduct unbecoming of an
Auxiliarist.

Membership in the Coast Guard Auxiliary is not a constitutionally protected liberty
or property interest. However, membership shall be provided the minimal due
process protections set forth below.

Any member of Coast Guard Forces (active duty, Reserve, Auxiliary or civilian
employee), who believes an Auxiliarist has violated the policies prescribed by the
Commandant for the Auxiliary and its missions, as contained in this manual, may
make a request for a preliminary investigation. Prior to instituting any Coast Guard
or Auxiliary disciplinary action towards an Auxiliarist (see Figure 3-2), the
pertinent facts surrounding the circumstances must be determined, including what
offenses (if any) occurred, and any matters in defense or explanation. This request
may be oral or in writing and shall be made to the senior elected leader (who is not
personally involved in the complaint subject matter) at the lowest level of the
organization capable of handling the complaint. Normally, this would be the FC.
When the matter involves SOs or flotilla elected leaders, it would be appropriate to
refer the complaint to the DCP. Complaints regarding district staff or Division
elected leaders should go to the DCO. National Staff or district elected leader
complaints should go to the respective ARCOs, NADCOs, the NAVCO, or NACO
(as appropriate). The Director/Chief Director shall assist in determining the
appropriate level of organization to address the complaint.
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Figure 3-2
Disciplinary Action Decision Tree
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F.3. Elected
Leader Options

F.4. Elected
Leader
Determination

F.5.
Non-Violation
Determination

F.6. Minor
Violation

If the elected leader receiving the request needs additional information and/or
documentation to determine whether a valid request for an investigation has been
made, the elected leader receiving the request may ask in writing, or orally, for
further information from the complainant, or may appoint an Auxiliarist or
committee to determine the facts. If an Auxiliarist or committee is appointed, the
elected leader must inform the suspected Auxiliarist that an accusation regarding
them has been made and that an appointed Auxiliarist or committee is looking into
the matter. The Auxiliarist has the right to address, in writing, the appointed
Auxiliarist/committee prior to any report to the elected leader. If the elected leader
appoints a committee, it will consist of two to three people who may be any
members of Coast Guard Forces.

Once the Auxiliary elected leader has received the investigation report and
supporting documents (if any), a determination shall be made by this leader as to
whether the facts as presented could be a violation of Auxiliary policy that might
subject an Auxiliarist to discipline. This initial determination shall be made within
fifteen days of receipt of the investigation report and any supporting documents in
consultation with the DSO-LP or DC-L.

If the preliminary facts are deemed not to be a violation of Auxiliary policy or the
guidelines as set forth in this manual, or if there is insufficient evidence, the elected
leader will notify (in writing) the Auxiliarist who requested the investigation that no
action will be taken or that minor corrective action will be taken. Those actions
could include training and/or counseling of the offending Auxiliarist where that is
the only step needed to correct the inappropriate behavior or conduct.

If the preliminary facts, as determined by the investigation and/or the elected leader,
indicate a minor violation has been committed, the Auxiliarist shall be advised of
the unacceptable conduct, specific deficiencies, and acceptable standards of
performance by informal disciplinary action (as deemed appropriate by the elected
leader).
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Section G. Informal Disciplinary Action

Introduction

G.1. Infractions
Warranting
Informal
Disciplinary
Action

G.2. Appropriate
Sanctions for
Minor
Infractions

Informal disciplinary action involves an elected leader correcting minor violations
of Auxiliary policy made by an Auxiliarist, and documenting that action. The
subject of the administrative action shall be advised of the unacceptable conduct or
standards, specific deficiencies, and acceptable standards of performance by the
elected leader. If no further disciplinary actions are recorded or pending during the
next two-year (or up to three years for a Letter of Caution, see paragraph G.2.c)
period, the documentation will be removed from the Auxiliarist’s file. A separate
permanent record shall be retained by the elected leader or Director for the sole
purpose of documenting prior discipline should the need arise.

Infractions that may warrant informal disciplinary action include:

e Flagrant and/or repeated uniform or grooming violations.

e Unintentionally compromising or mishandling Coast Guard or Auxiliary
examinations, privacy act information, or sensitive official message traffic or
correspondence.

e Unwarranted violations or abuse of the chain of leadership and management.
See Chapter 1, paragraph C.1 of this manual relative to policies regarding the
chain of leadership and management.

e Failure to follow procedures prescribed by Coast Guard and/or Auxiliary
written directives, procedures, standing rules, or policies. In reviewing a
complaint of this nature, the facts must show that the Auxiliarist had knowledge
or reasonably should have had knowledge of the directives, procedures,
standing rules, or policies.

e Misrepresentation in official correspondence or reports.

e Misrepresenting Coast Guard authority, rank, Government title, or Auxiliary
position or status, either implied or by design.

e Failure to follow established patrol procedures as prescribed by written
directives or policies.

e Failure to follow published Auxiliary web policies and guidelines.

Appropriate sanctions for minor infractions include:

e Counseling Session
e Denial of Web Privileges
e Letter of Caution
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A counseling session, ideally consisting of a frank discussion between the elected
leader, complainant (if other than the elected leader), and the subject Auxiliarist,
may facilitate corrective action. This counseling session is documented in writing
and retained by the elected leader involved and/or Director for a period of two
years. If no further disciplinary actions are recorded or pending during the two-year
period, the documentation will be removed from the Auxiliarist’s file. A separate
permanent record shall be retained by the elected leader or Director for the sole
purpose of documenting prior discipline should the need arise.

National department chiefs and DSOs are authorized to conduct oral counseling
sessions with their department or staff members regarding their performance of
assigned duties and responsibilities.

Denial of Auxiliary web privileges may suffice as a corrective action for violation
of Auxiliary web policies and guidelines.

A letter of caution is an informal, corrective letter issued to the Auxiliarist by a
Director, any Auxiliary unit elected leader, NADCO, or Auxiliary Department
Chief.

e The NACO may issue a letter to NEXCOM members, NADCOs, and National
Staff members regarding performance of assigned staff duties and
responsibilities.

e NAVCO may issue a letter to those Department Chiefs or staff to which
supervisory responsibility has been delegated.

e A NADCO may issue a letter to their Directorate Department Chiefs or staff.

The letter will advise the Auxiliarist of specific improper action(s) and that any
statements submitted by the Auxiliarist were considered, with a notation as to how
the facts influenced the decision for the chosen course of action. The Auxiliarist is
to be advised that a written reply may be made within thirty days of receipt of a
letter of caution and that such reply will be retained by the Director, along with the
letter of caution for a specified period. The period may be up to three years, but
shall not exceed three years without the concurrence of both the DCO and Director.

Disciplinary letters placed into an Auxiliarist’s file in accordance with this section
may be removed from the Auxiliarist’s file, at the discretion of the Director and
DCO, when they feel the situation is corrected. In any event, if after the specified
period of up to three years from the date of the letter of caution no further adverse
action is reported, the letter will be removed from the Auxiliarist’s file. A separate
permanent record shall be retained by the Director for the sole purpose of
documenting prior discipline should the need arise.
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Section H. Formal Disciplinary Action

Introduction
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Requirements

If a violation is deemed to be serious by the elected leader after conducting the
preliminary investigation to determine the facts, the Auxiliary elected leader shall
notify the DCO and the Director in writing, via the chain of leadership and
management, of a recommendation to commence formal disciplinary action. This
written recommendation will contain all supporting documents and the factual basis
for the recommendation.

Infractions that may warrant formal disciplinary actions include:

e Any action which may or does bring discredit to the Coast Guard or Coast
Guard Auxiliary, to include violation of the Commandant’s zero tolerance
policy on drug/alcohol abuse, as evidenced by driving under the influence or
while intoxicated (DUI/DWI) convictions while identified as an Auxiliarist or
acting in an Auxiliary capacity as covered in Chapter 1, Section A of this
manual.

e Refusing to follow regulations for the wearing of the Auxiliary uniform or
insignia, including misrepresentation as a Coast Guard officer or petty officer,
or flagrant or repeated misuse of rank, titles, or insignia.

e Misuse of Coast Guard or Auxiliary funds or property.

e Repeated actions prejudicial to the good order of the Auxiliary or any of its
programs, as documented in the Auxiliarist’s record.

¢ Failure to follow appropriate Equal Employment Opportunity Commission,
civil rights laws, and/or the Commandant’s Human Relations and Sexual
Harassment Policy.

e Any knowingly false official statement, oral or written, to include enrollment
application data submissions, facility offer of use and inspection forms. This
includes forging signatures on any official document and/or falsifying of
records.

e The use of a Coast Guard boat loaned to, or in the custody of, the Auxiliary or
an Auxiliary unit owned boat, aircraft, vehicle, mobile trailer or radio, without
proper Coast Guard orders or for unauthorized purposes.

e Breaches of electronics and communications protocols or any other public
communications media, so as to reflect discredit or to publicly embarrass the
Coast Guard or Auxiliary.

e Any other actions that, in the Director’s judgment, warrant disenrollment
proceedings.

If the DCO, with the counsel of the DSO-LP and Director, conclude that formal
disciplinary action is warranted, then, the DCO shall commence formal disciplinary
action within thirty days of the receipt of the recommendation by an Auxiliary
elected leader.

3-27



H.3. Notification

H.4.
Notice/Written
Response

H.5. District
Commodore
Review

H.6. Letter of
Reprimand

H.6.a. Content

Chapter 3 - Membership

Auxiliarists who are the subject of formal disciplinary action, including
disenrollment and/or the issuance of a letter of reprimand, shall, prior to imposition
of the discipline, be provided notice of the allegations that prompted the action and
an opportunity to respond to those allegations.

The Director shall inform the subject of formal disciplinary action in writing of the
allegations against them. The written notice should clearly state the reason for the
proposed action as set forth in paragraphs H.1 or H.8 of this section, as well as facts
and information upon which the Director has based the action. The letter shall also
inform the Auxiliarist of their right to respond.

Within 30 days from mailing the notification required above, the Auxiliarist may
submit a written statement either admitting, denying, or admitting with an
explanation of the allegation(s). Any denials not made in good faith may alone
provide sufficient basis to warrant additional disciplinary action. This written
response is in addition to anything submitted during the investigation.

The DCO will review the request for formal discipline and the investigation record,
and will then make recommendations as to appropriate sanction(s) (if any). This
report shall be in writing and forwarded to the Director with a copy to the DSO-LP.
Normally, the appropriate sanction will consist of a letter of reprimand. If the
recommendation is for disenrollment, the entire investigation package shall be
forwarded to the Director for further consideration.

A letter of reprimand is a formal corrective letter issued to an Auxiliarist by the
DCO or Director. The Chief Director or NACO may issue a letter of reprimand to
the National Board members, NADCOs, or National Staff members regarding their
performance of assigned duties and responsibilities. Before issuing the letter of
reprimand, the Director and DCO (or Chief Director and NACO) should discuss the
situation and agree on the appropriate wording for the letter.

The reprimand will discuss the specific improper action(s) and the acceptable
standards. It will include consideration of any written statements submitted by the
subject Auxiliarist and how such statements influenced the decision. References to
any previous disciplinary action(s) may be included. The subject Auxiliarist will be
advised that a written reply may be made within thirty days of receipt of the letter of
reprimand, and such a reply will be retained by the Director, along with the letter of
reprimand.
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For all Auxiliarists, except National Staff, a letter of reprimand is valid up to three
years, but shall not exceed three years without the concurrence of both the DCO and
Director. The time period for nonavailability for elected and appointed offices, if
any, including vacating elected or appointed office, and the denial of a right for the
wearing of any insignia or past officer pin for such office, shall be determined by
the Director and DCO. For National elected leaders and staff officers, the same
requirements apply, but cannot exceed three years without the concurrence of the
Chief Director and NACO.

Disciplinary letters placed into an Auxiliarist’s file in accordance with this
paragraph may be removed from the file at the discretion and agreement of the
Director and DCO (or Chief Director and NACO), as appropriate, when they feel
the situation is corrected. If, after the specified period of time from the date of the
letter of reprimand, no further adverse action is reported, any letters relating to the
letter of reprimand will be removed from the Auxiliarist’s file. A separate
permanent record of the letter of reprimand shall be retained by the Director for the
sole purpose of documenting prior discipline should the need arise.

The authority for disenrolling an Auxiliarist rests with the Commandant, who has
delegated this authority to the Director. No Auxiliarist may disenroll another
Auxiliarist.

In accordance with 33 CFR § 5.17, a Director may exercise the authority to
disenroll a member for any one of the following causes:

Upon Auxiliarist’s request.

Upon ceasing to possess the qualifications for membership.
For cause.

Upon direction of the Commandant.

Upon death.

The Auxiliary is an organization of volunteers and an Auxiliarist may resign at any
time. The resignation request must be in writing and submitted to the FC. The FC
shall promptly forward all such requests to the Director, with a copy to the DCP and
the DSO-PS. This action will enable the DSO-PS to have the SO-PS or FSO-PS
discuss the reason for resignation with the Auxiliarist before the final paperwork is
completed by the Director. If the Auxiliarist still wishes to resign after consultation
with the SO-PS or FSO-PS, the Director will request the Auxiliarist’s ID card and
return of any Government or Auxiliary owned property in the Auxiliarist’s
possession. Upon receipt of the written request, the Director will remove the
Auxiliarist’s name from the district rolls. All resignations shall be acknowledged in
writing by the Director.

The Director may disenroll an Auxiliarist whenever the Auxiliarist ceases to possess
any of the qualifications for membership set forth in Sections A and C of this
chapter.
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Any infraction outlined in this section and Sections F' and G may lead the Director
to immediately disenroll a member. However, if in the Director’s opinion, an
Auxiliarist’s action(s), though not cited in this section and Sections F and G, has a
disruptive impact that adversely affects the operations/administration/functions of
the Auxiliary, Coast Guard unit, or other entity, the Director may take the
appropriate disciplinary action including disenrollment. The Director shall take
such action based upon all available information presented or after initiating further
inquiry to gather additional relevant facts when, in the Director’s judgment, it is
deemed necessary. Such detrimental conduct may arise from a single incident or be
the result of a pattern of conduct which warrants immediate disciplinary action by
the Director, so as to preserve program integrity and/or the good order of the
Auxiliary.

When so directed in writing by the Commandant, an Auxiliarist will be disenrolled
by the Director.
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During formal proceedings, Auxiliarists may be temporarily suspended, pending the
outcome of the proceeding. This section describes suspension authorization, effect
on duties, and other related matters.

The Director is authorized to suspend any certifications, duties of office (elected and
appointed), or membership of an Auxiliarist during formal disciplinary proceedings
(the seriousness of the matter may result in the disenrollment of an Auxiliarist).
This suspension must be in writing, detailing the reason and length of the
suspension.

If the membership is suspended, the suspension will include elected and/or
appointed office duties. If the certifications are suspended, and the Auxiliarist is the
senior elected leader of an Auxiliary unit, the suspension will include elected leader
duties. If the Auxiliarist whose certifications are suspended is an elected leader, but
not the senior elected leader of an Auxiliary unit or an appointed leader, the
suspension may include elected and/or appointed office duties, as determined by the
DCO and Director (or NACO and Chief Director). The Auxiliarist may resume the
duties of these offices, if and when full Auxiliary rights and privileges are regained
(if the term of office has not expired).

If the investigation requires additional time, the suspension may be extended
accordingly. The extension’s circumstances must be explained in writing and the
Auxiliarist may appeal the extension to the Director’s supervisor.

An Auxiliarist under suspension, for any offense that may lead to disenrollment, is
not entitled to any Auxiliary rights or privileges, except as may be determined by
the Director. The Director shall specify in writing what rights or privileges (if any)
the suspended Auxiliarist retains during the suspension.

An Auxiliarist who receives notice of temporary suspension of qualification and/or
membership may appeal the Director’s action to the Director’s supervisor.
Temporary suspensions will remain in effect, unless overturned on appeal.

The Director shall notify NACO and the Chief Director of any suspension of
qualifications and/or membership of a NEXCOM member, NADCO, National Staff
member, or National Board member.
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Appeals may be made for both informal and formal disciplinary actions. This
section describes the requirements for appeals under these circumstances.

Appeals of informal disciplinary actions shall be made directly to the Auxiliary
leader or Coast Guard officer below without obtaining endorsements from the chain
of leadership and management.

e Appeal of an informal disciplinary action taken by an Auxiliary elected leader is
to the senior Auxiliary elected leader at the next higher level in the chain of
leadership and management within the district or region.

e Appeals of a DCQO’s action are made to the appropriate ARCO.

e Appeals of NAVCO, ARCO, NADCO, and Department Chiefs’ actions are
made to NACO.

e Appeals of NACO action are made to the Chief Director.

e Appeals of Director action are made to the Director’s supervisor, unless
otherwise noted.

An appeal must be filed within thirty days of the date of an informal disciplinary
action. Once an appeal has been determined, there is no further appeal.

Requirements for appeals of formal disciplinary actions and disenrollments are as
follows:

Appeals of DCO’s formal disciplinary action must be submitted to the appropriate
ARCO. Any appeal must be filed with the ARCO within thirty days of the DCO’s
mailing of the letter to the subject Auxiliarist. The NAVCO’s action shall include a
complete review of the entire record of the disciplinary action, with appropriate
legal counsel from the DC-L. The standard of review is limited to whether the
disciplinary procedures have been followed. The ARCO’s decision is final.

Appeals of NACO’s formal disciplinary action (letter of reprimand) must be
submitted to the Chief Director within thirty days of the NACO mailing the letter to
the subject Auxiliarist. The Chief Director’s action shall include a complete review
of the entire record of the disciplinary action. The standard of review is limited to
whether the disciplinary procedures have been followed. The Chief Director’s
decision is final.
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Appeals of the Director’s formal disciplinary action (letter of reprimand) must be
submitted to the Director’s supervisor. Any appeal must be filed within thirty days
of the Director’s action. The supervisor’s action shall include a complete review of
the entire record of the disciplinary action. The standard of review is limited to
whether the disciplinary procedures have been followed.  The Director’s
supervisor’s decision is final.

As the Commandant’s program manager for the Auxiliary, the Chief Director’s
decision/action is final and cannot be appealed..

Appeals of disenrollment must be submitted to the District Commander. Any
appeal must be filed within thirty days of the Director mailing the notification to the
subject Auxiliarist. Appeals of disenrollment to the District Commander shall
include a complete review of the entire record of the disciplinary action. The
District Commander may make independent findings of facts and conclusions. The
District Commander’s decision is final.

The following additional procedural rules apply for all appeals:

No appeal, once submitted, will in any way suspend the implementation of any
disciplinary action once issued during the processing of the appeal.

The right of appeal extends only to an Auxiliarist who is the subject of disciplinary
action and to no other person. Notwithstanding this section, a complainant may
seek relief from an initial determination that no action be taken, or that action taken
was of an insufficient nature, by a written request to the senior Auxiliary elected
leader at the next higher level in the Auxiliary chain of leadership and management.
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Section K. Information Retention and Handling

Introduction This section describes the requirements for retaining information obtained during
the course of investigating complaints and handling of processing appeals to
disciplinary actions.

K.1. Records Copies of any records of any disciplinary action taken with regard to an Auxiliarist
will be retained for the specified period of time, up to three years from the date of
the action by the Director.

K.2. Record As described above, these records will be removed from the Auxiliarist’s file if no

Removal subsequent disciplinary action has neither been initiated nor finalized during the
specified period of time. A separate permanent record shall be retained by the
Director for the sole purpose of documenting prior discipline should the need arise.
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Chapter 4
Auxiliary Organizational Structure

Introduction

In this Chapter

The Auxiliary is a single organization with component units structured in four
administrative/supervisory unit levels with Auxiliary elected and appointed leaders
at each level. This chapter describes the organizational structure of the Auxiliary
and contains the general management capabilities and duties of Auxiliary office
holders. These duties may be further specified in other documents, provided they do
not conflict with the provisions of this manual. Additional information may be
found in Commandant instructions and publications, district instructions, procedure
guides, and the National Program (a compilation of mail addresses, electronic mail
addresses, and telephone numbers for distribution and contacting purposes). The
four administrative/supervisory levels are:

e Flotilla

e Division

e District/Region
e National

This chapter contains the following information:

Section Title See Page

A Flotillas 4-3
Divisions 4-9

C Districts/Regions 4-13

D National 4-15

E Supervisory Administration and Duties of Boards, 4-17
Committees, and Leaders

F Elections 4-25

G Staff Officers 4-33

H Standing Rules 4-39
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Section A. Flotillas
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AA4.
Administration

The flotilla level is the basic Auxiliary organizational unit and the working level
that translates programs into action. Each flotilla is led and managed by a Flotilla
Commander (FC). All Auxiliarists must be members of a flotilla. The flotilla may
have one or more detachments.

For initial charter, a flotilla must consist of at least fifteen Auxiliarists. The
required number of Auxiliarists may be waived only by the District Commander,
and then only when exceptional local conditions dictate a departure from the
AUXMAN. The use of flotilla detachments (see paragraph A.7 below) should be
considered before waiving the minimum flotilla membership requirements.

Primary responsibility for initiating efforts to start a new flotilla rests with the DCO
or other such Auxiliary leaders as appointed by the DCO. Before taking any action,
all plans should be submitted to the DCP who will formulate the proposal.
Assistance should be provided by other division officers and flotilla members who
may have personal acquaintances or contacts in the proposed new flotilla area. The
DCP should clear the proposal, via the District Rear Commodore (RCO), with the
DCO. The DCO will obtain the concurrence of the Director before advertising for,
or accepting, any Auxiliarist transfer or enrollment applications. Following this
procedure for starting a new flotilla avoids duplication of effort and shows correct
procedure to new Auxiliarists.

Auxiliary flotillas are designated by Arabic numerals. The first numeral indicates
the division, followed by the flotilla number. The name of the city or town in which
the flotilla is located completes the designation. For example, Flotilla 32, St. Louis,
is Division 3, Flotilla 2, located at St. Louis, Missouri. Different flotillas in the
same area must, for record purposes, have different names. New flotillas should use
the name of the community, body of water, or other name identified with the locale.
When either the number of divisions or the number of flotillas exceeds nine, use a
hyphen between the flotilla and division number. For example, 11-4 or 6-10.

The purpose of a flotilla is to recruit, train and nurture Auxiliarists, conduct
Auxiliary programs, and carry out the business of the flotilla. Flotilla business
includes, but is not limited to, the following:

Material Supply
Recordkeeping

Finance

Information Services
Fellowship

Administration

Managing Recruiting/Retention
Training

The Auxiliary Flotilla Procedures Manual, COMDTINST M16791.5 (series),
details guidance for flotilla administration.
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The authority to establish or disestablish a flotilla is vested in the Director. When
established, each Auxiliary unit receives a formal Coast Guard charter authorizing
formation and the effective date.

Disestablishment must be considered if a flotilla falls below the required minimum
acceptable membership level of ten Auxiliarists or the flotilla member’s activity or
inactivity are not deemed to be in the Coast Guard or Auxiliary’s best interests.
Flotillas may be recommended for disestablishment for a variety of reasons, such as:

e Failure to meet financial obligations to division, district, or national levels.

e Continued under-strength membership.

e Failure to comply with the Auxiliary, district, or Commandant policies or
directives.

When there is a need to reorganize the division, there also may be a need to
disestablish a flotilla. In this situation, the DCO and Director shall determine
flotilla activity or inactivity, and decide on the need to retain flotillas as part of the
division reorganization.

Disestablishment action should be a last resort. Prior to disestablishment,
consideration should be given to placing the flotilla on probation.

When placing a flotilla on probation, the DCP shall inform each flotilla member of
the reasons, probationary period, and conditions for probation removal. The
probationary period will not exceed one year. If the problem is not resolved during
the probationary period, the DCP will initiate the disestablishment recommendation
at the first Division Board meeting following that period. The DCP shall inform the
DCO and the Director of the action.

The DCP shall enter the disestablishment recommendation as an agenda item at the
next regularly scheduled Division Board meeting. The DCP shall advise the FC and
VFC of the flotilla in question of that action and request their attendance at the
meeting. The DCP must advise them of their right to submit a report outlining any
matters in mitigation of their circumstance to the Division Board for consideration.
Each Division Board member shall review the DCP’s report and those matters in
mitigation presented by the flotilla. Upon completion of the review, the Board will
vote on the recommendation to disestablish.

The passage of a disestablishment recommendation requires a two-thirds majority
Division Board members vote. The DCP will inform the DCO and Director of the
results within thirty calendar days. The report will include all statements from
Board members concerning the intent to disestablish the flotilla.
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A flotilla may disband voluntarily and request disestablishment after a majority
affirmative vote with a quorum present. When deciding on this course of action, the
FC shall notify the DCP, DCO, and Director. The DCP will coordinate the transfer
of all Auxiliarists wanting to remain in the Auxiliary to another flotilla or flotilla
detachment. Those Auxiliarists not wanting transfer shall be retired or disenrolled.

With DCO input, the Director will review and implement disestablishment action
for those flotillas having requested disestablishment. The same action will be taken
for flotillas under strength with no waiver in effect. In those flotillas recommended
to be disestablished for other reasons, and after communication with the DCO, the
Director shall take the necessary action to disestablish the flotilla and reassign
Auxiliarists to another flotilla.

A disestablished flotilla’s property and assets immediately become division property
and will be transferred to the SO-FN who will audit and account for them.
Government property held within the flotilla will be returned to the division for
assignment to another flotilla or returned to proper Coast Guard authority by the
SO-MA.

A detachment is a flotilla sub-unit, not an independent unit. Detachment formation
enables a small group of three or more Auxiliarists to carry out some Auxiliary
activities. Detachments allow the flotilla to recruit and keep Auxiliarists in remote
areas not having enough Auxiliarists to charter or maintain a full unit.

The detachment takes advantage of the sponsoring flotilla’s existing staff.
Detachment members are subject to all Coast Guard and Auxiliary policies and
procedures, which govern the sponsoring flotilla. The detachment is not a means of
bypassing unpopular regulations by attempting to convert a flotilla to a detachment
in order to bypass disestablishment procedures.
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The detachment has a leader, appointed by the FC, who holds the status of and
wears the insignia of a FSO. The Auxiliary detachment leader has the responsibility
to assign detachment members to duty according to the provisions of this manual.
The detachment leader coordinates the activities of the detachment under the
general supervision of the FC.

The sponsoring flotilla has the following responsibilities to the detachment:

The flotilla will recognize, accept, and nurture detachment members as full
flotilla members.

o The flotilla will provide full staff support, including member training and
qualification.

e The FC will maintain regular communications with the detachment leader. The
FC will meet with the detachment leader and with as many detachment
members as can attend at least twice a year at the detachment location.

e The FC will ensure the detachment’s activities and members support Auxiliary
purposes and follow all established governing policies.

Detachment members are full-fledged, voting members, who pay dues and are
entitled to all benefits of flotilla membership. Each is carried on the flotilla’s roster
in AUXDATA. Each is encouraged to attend flotilla meetings as often as possible.
The detachment leader may desire some identification for communications. For this
purpose, a geographic location followed by the flotilla designation is used, i.e.,
Grafton Detachment, Flotilla 63; or, Grafton DET, FL 63. In no case will more than
one detachment be authorized in a single geographic location (e.g., local
community).

A request to form a detachment may be initiated in writing by the sponsoring
flotilla’s FC. The request is sent via the chain of leadership and management to the
DCP and will state facts to support the request. The DCP, with the DCO
concurrence and upon Director notification, may authorize detachment formation.

A request for disestablishment of a detachment must be submitted to the DCP. The
request may by initiated by the detachment leader or by any Auxiliary elected or
appointed leader in the chain of leadership and management. After full consultation
with all parties, the DCP may disestablish the detachment with the concurrence of
the DCO. The DCO shall then advise the Director of the disestablishment.

Unless otherwise specified in the flotilla standing rules, a quorum of one quarter of
the eligible voting membership must be present to conduct business. Additionally,
one of the voting members present must be the FC or VFC. If either of these two
office holders are not present, a past FC or other senior leader may preside but
Auxiliary unit business cannot be conducted.
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A.8.a. Motions

A.8.b. Absentee
Voting

A.8.c. Voting
Matters

A.8.d. Written
Ballots

Provided a quorum is present, a majority of the eligible Auxiliarists voting can carry
a motion.

Absentee voting may be allowed by the Director, after considering input by the
DCO, in situations where flotilla members reside too far away to travel to flotilla
meetings. For general purposes, travel more than fifty miles one way is considered
too far. Ideally, absentee voting shall be conducted via telecommuting (i.e., the
absentee voters view the meeting and vote via the Internet if available). If not,
Directors may authorize telephonic voting, email voting sent to the Director’s
directed email address, and/or sealed, mailed-in votes. This may be useful for, but
1s not limited to, flotilla detachments.

In no case will the Director authorize absentee voting by proxy where the absent
voter(s) authorize another Auxiliarist(s) to cast their vote(s). If absentee voting is
authorized by the Director and DCO, it is also recommended that flotilla standing
rules be changed or amended to allow it. Flotillas desiring to allow absentee voting
must submit their proposal through the chain of leadership and management to the
DCO and Director in writing, stating their reasons why absentee voting is needed
for their circumstance.

A flotilla may vote on any matter of internal flotilla administration or finance. A
flotilla may also vote to recommend a change in Coast Guard or Auxiliary policy,
but such a recommendation must be forwarded to and adopted by the appropriate
Coast Guard or Auxiliary level before becoming effective. A flotilla’s vote on any
matter inconsistent with Coast Guard policy or procedures, or affecting the duty or
responsibility of Auxiliary elected and appointed leaders is not effective unless
approved by authorized Coast Guard authority or Auxiliary leadership.

When the Auxiliary unit’s standing rules do not require a written ballot be used to
decide an issue, and if an Auxiliarist requests a written ballot be used, then the unit
must, without further action, either agree by consensus or vote on the use of a
written ballot for the specific question on the floor. A majority vote in favor is
needed to require a written ballot.
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Section B. Divisions

Introduction
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Boundaries

B.3.
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B.4. Designation

B.5.
Administration

B.6.
Disestablishment

B.6.a. Reduction
in Division
Strength

The division is the next higher administrative organizational level above the flotilla.
It consists of five or more flotillas in the same geographic area. The division
provides administrative, training, communication, and supervisory support to
flotillas and promotes district policy. Each division is led and managed by a
Division Captain (DCP).

In the unlikely event a division is to be chartered with fewer than five flotillas, a
waiver must be obtained from the District Commander. Waiver requests should be
initiated by the DCO at the time of the request for division establishment. The
request should show when the division will reach full strength, normally no more
than one year. The District Commander’s approval must be contingent on the
division reaching full strength within the allotted time frame.

Geographic limits of divisions are for administrative purposes only. Limits are
assigned by the Director after considering input from the District Board. Usually,
indefinite areas of primary responsibility or activity are preferred to rigid
geographic boundaries. There are no prohibitions that prevent any Auxiliary unit
from conducting activities in another’s area. Auxiliary units in close proximity are
expected to cooperate with each other in the coordination of Auxiliary unit
activities. Locations for VSC stations, setting up PE courses, and recruiting
Auxiliarists require flexibility and inter-unit coordination.

While authority to charter a division is vested in the District Commander, the
primary responsibility for establishing a new division rests with the Director and
DCO. The DCO may appoint other Auxiliary leaders to help in recruitment efforts
or in formulating the recommended procedure and plans for a new division. All
plans must be submitted to the Director for concurrence/approval before any action
is taken.

Auxiliary divisions use a numeral and geographic location for their designation. For
example, Southern Idaho Division 4 indicates the Fourth Division with flotillas
located in the southern part of Idaho.

The Auxiliary Division Procedures Guide, COMDTPUB P16791.3 (series) contains
detailed guidance for division administration.

If, despite all attempts, a division falls below the required five flotillas, one of two
actions is required. The District Commander may act to disestablish the division or
grant a waiver. Flotilla detachments are not included to achieve the minimum five
flotillas.

If there is a reduction in division strength to four or fewer flotillas, the DCO shall
appoint a study group to determine the division’s viability and to develop a plan to
rebuild the division or to recommend disestablishment.
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The study group will consist of the RCO in whose area the division is located and
two Auxiliarists who have the necessary abilities, and who are familiar with the
Auxiliary.

Upon completion of their study, the RCO shall submit a written report of their
findings, opinions, and recommendations to the DCO. If sufficient promise in
restoring the division to full strength exists, the study group may recommend
probation for a period not to exceed one year. Otherwise, a recommendation to
disestablish is the most reasonable option. The recommendation will include a plan
for reassignment of the existing Flotillas.

A copy of the study group’s proceedings shall be furnished to the DCP and the
Director. Email reports are permitted.

Similar action is required when a division’s activity, inactivity, or presence is not
deemed to be in the Coast Guard/Auxiliary’s best interest.

The DCO shall appoint a study group to evaluate the situation. The study group
should request statements from division and flotilla elected leaders to consider and
include in the report.

A written report of group findings and recommendations shall be submitted to the
DCO. The DCO will request from the DCP, that a written report be sent within
thirty calendar days to the District Board, including any matters in mitigation, to
help the Board in arriving at an impartial decision.

The DCO will enter the study group report as an agenda item at the next District
Board meeting after receiving the DCP’s report. A letter will be sent to the DCP
advising of the agenda item and suggesting the DCP and/or VCP attend.

The District Board will review the study group’s report at the scheduled meeting.
Attention will be given to the DCP’s letter of mitigation and appeal. The District
Board shall vote on final action. Approval of a recommendation to disestablish
requires a two-thirds affirmative vote of the voting Auxiliarists present. If the vote
to disestablish fails, the DCO shall advise the Director of the District Board
recommendation for probation for one year after which, disestablishment may be
directed by the District Commander (if full strength has not been obtained). The
Director shall present the study group proceedings and District Board
recommendation to the District Commander for consideration/final approval.
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B.6.b.4.
Recommendation
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B.6.b.5.
Recommendation
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B.6.b.6.
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B.6.b.7. Authority
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B.6.b.8. Assets of
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Divisions

When probation is recommended, the division may be placed on probation for up to
one year from 1 January of the year following the probation decision. The District
Commander will advise the Division Board of the probationary period. When
placing a division on probation, the original study group will remain active,
functioning as an advisory group to the DCP and managing the district’s effort to
assist. At the end of each calendar quarter during probation, the RCO or study
group chairman shall submit a written progress report to the DCO. Email reports
are permitted.

If the action is to disestablish, then disestablishment takes place as of the date set by
the District Commander. The Director will transfer the division’s flotillas to the
nearest division.

In very few exceptional cases, it may not be practical to maintain five flotillas, due
to geographic or other unusual constraints. The District Commander may, in these
cases, authorize the division to continue permanently with less than five flotillas.

The authority to establish or to disestablish a division is vested in the District
Commander. When established, each Auxiliary unit receives a formal charter from
the Coast Guard authorizing formation and the effective date.

Disestablished division property and assets will go to the district. The District
Board should consider the allocation of some or all of the assets to divisions
receiving flotillas from the disestablished division.
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Section C. Districts/Regions
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The district is the next higher administrative organizational level above the division.
It may be subdivided into two or more regions. The district level of administration
contains the EXCOM presided over by the DCO. The district provides
administrative, training, communication, and supervisory support to divisions and
promotes National policy. Each district is lead and managed by a DCO.

Each district/region must have a minimum of two RCOs, except Districts 14 and 17
that may have a minimum of one RCO. These RCOs may be assigned specific
geographical areas of responsibility or they may be assigned specific program areas
of responsibility or some locally devised combination of the two. Area staff officers
are not authorized. Additionally, whenever a Coast Guard unit is commissioned, an
RCO must be assigned the primary duty of coordinating between the Auxiliary
district/region and the Coast Guard unit commander. The DCO may appoint an
Auxiliarist to liaise with a specific Coast Guard unit to assist the RCO in carrying
out these coordination duties (i.e., providing expert assistance for using Auxiliary
services, training, and support across division/flotilla boundaries).

The DCO appoints, with Directors concurrence, District Staff Officers (DSOs) and
assistants to manage the district departments and programs. A list of authorized
DSOs is found in paragraph G.6 of this chapter.

The district board may be asked to conduct hearings and make recommendations to
the Director on requests for a unit’s disestablishment.

The District Commander may authorize a Past Division Captain’s Association
where such an Association can be of district benefit. The Association’s president
may be allowed a vote on the District Board provided the DCO and the Director
have approved the Association’s standing rules and attendant bylaws. Further, the
district’s standing rules must authorize such a vote.

Geographical boundaries are divided as follows:

Geographical limits of the districts are for administrative purposes only. Auxiliary
districts are aligned with Coast Guard districts. Due to geographical and/or
membership issues, districts may be further subdivided so as to enhance the
relationship and oversight between the Coast Guard and Coast Guard Auxiliary.
Auxiliary district boundaries are determined by Commandant based on
recommendations/requests from the District Commander.

Geographical limits of a region are for administrative purposes and are assigned by
the District Commander.

4-13



Chapter 4 - Auxiliary Organizational Structure

C.S. Administration at the district level is a combination of the Auxiliary District
Administration Standing Rules and applicable district policy as written into district directives.
District policy shall always supercede Auxiliary Standard Rules.
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Section D. National
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The national level of administration contains the National Executive Committee
(NEXCOM) presided over by the NACO and composed of the Chief Director, the
Immediate Past National Commodore (NIPCO), NAVCO, and ARCOs. The
National Directorate Commodores (NADCO-MS, NADCO-RBS, NADCO-OMS)
may attend NEXCOM meetings, but are not voting Auxiliarists of the NEXCOM.
The NEXCOM functions as the Auxiliary’s senior leadership and management
team. The NEXCOM, National Board, and National Staff comprise the Auxiliary
national organization, which maintains general Auxiliary leadership and
management over all Auxiliary programs and activities.

The process for appointing the National Directorate Commodores for Member
Services (NADCO-MS), Operations and Marine Safety (NADCO-OMS), and
Recreational Boating Safety (NADCO-RBS) is as follows:

e Prior to NACON, in the year a national election is held, the NACO shall appoint
a DCO from each area and the Chief Director shall appoint one Director to
comprise the selection committee. The selection committee shall evaluate
resumes from interested and qualified candidates and will provide the NACO-
elect with a list of the top three candidates for each position.

e The NACO-elect will select a NADCO for each of the three directorates from
the list provided or the Auxiliarist currently holding the NADCO position.

e The NACO-elect will present the NADCO selections to the NEXCOM-elect for
confirmation prior to submitting the nominations to the Chief Director for
approval.

e Incumbent NADCOs are eligible for reappointment with approval resting with
the Chief Director. NADCOs desiring reappointment will not be evaluated by
the selection committee.

The NACO appoints, with Chief Director concurrence, National Staff department
chiefs and deputy department chiefs to manage the Auxiliary National Staff
departments and programs. An appendix to the National Program lists National
Staff duties. NAVCO shall approve appointment of all other Auxiliary National
Staff members.
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The National Staff is divided into departments under supervision of the National
Directorate Commodores (OMS, RBS, MS). These departments and department
chief symbols are:

Marketing and Public Affairs (DC-A)

Boating (DC-B)

Education (DC-E)

Information Communications Services (DC-I)

Legal Affairs (DC-L)

Marine Safety and Environmental Protection (DC-M)
Operations (DC-0)

Personnel (DC-P)

Member Training (DC-T)

Vessel Examination (DC-V)

The departments are functionally divided into divisions and the divisions into
branches, with division chiefs (DVC), branch chiefs (BC), and branch assistants
(BA), respectively, who are able to assist the department chief. Staff structure and
assignments for each department may be seen in the annually published National
Program.

The DC-L shall serve as Auxiliary Chief Counsel and must be a licensed attorney.
The DC-L shall also serve as advisor to NACO and the Chief Director on Auxiliary
issues.

A Deputy Department Chief is designated for each department. This position wears
the insignia of a DVC. The deputy designation is the same as the department
chief’s designation with a “d” added, i.e., DC-Ad.

Subject to the Chief Director’s concurrence, NACO may appoint one or more
Special Project and/or Liaison officers with appropriate insignia to be determined
based on the level of responsibility (e.g., liaison to the Presidential Inaugural
Committee). NACO, with concurrence of the Chief Director, may nominate
Auxiliarists for appointment to Coast Guard committees, boards, etc.

NACO may appoint NACO support Staff officers. As determined by NACO with
Chief Director concurrence, support staff officers shall wear insignia that is
commensurate with the level of responsibility of the office to which they are
appointed.

4-16



Chapter 4 - Auxiliary Organizational Structure
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Boards, committees, and offices are extremely important aspects of the Auxiliary
organizational structure. This section describes their overall purpose,
administration, and duties in support of the Auxiliary.

The division, district, and national levels each have administrative boards. A
majority of the members of any board must be present to transact business. Board
meetings are normally open and all Auxiliarists are welcome and invited to attend
national or their district, division, and flotilla meetings. In rare situations, a closed
meeting may be needed. This action will be taken only when authorized by a
Director or the Chief Director for National Board meetings.

If the FC or DCP is unable to attend the applicable Board meeting, the Vice should
attend and has a vote on the Board. If the Vice is also unable to attend, the
immediate past unit leader should attend and will have a vote on the Board unless
specified otherwise in writing by that unit’s senior elected leader. When none of
these leaders can attend, the senior leader of that unit will designate another member
of that Auxiliary unit to represent the unit. This representative will not have a vote
on the Board.

The DCO, when present at a meeting, is an ex officio voting member of all Division
Boards in the district. The NACO, when present, is an ex officio voting member of
all District Boards. The DCO may delegate in writing the ex officio voting status to
the VCO, RCO, or Immediate Past District Commodore (IPDCO). The NACO may
delegate in writing such ex officio voting status to any NAVCO or NIPCO. A copy
of this written authorization from the DCO or NACO should be provided to the
presiding Auxiliary leader for the meeting minutes.

A Board vote inconsistent with current Coast Guard or Auxiliary policy or
procedure is not effective unless approved by authorized Coast Guard authority or
Auxiliary leadership and management.

Except in those instances where a two-thirds majority is required, an affirmative
vote of a majority of an administrative board, present and actually voting, is
necessary to carry a motion. A majority of the votes actually cast will determine the
outcome of the issue on which the vote was taken. No board member will have
more than one vote. Blank votes or abstentions do not count in the total for
determining votes cast. A count is necessary for both those in favor of and those
opposed to a motion. No absentee or proxy voting is permitted, except as outlined
in paragraph A.8.b of this chapter.

Whenever voting by written ballot is not required by the standing rules, voting will
be by voice or a show of hands. If a voting member requests a written ballot be
used, the Board will follow the procedure in paragraph A.8.d of this chapter.
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The Division Board is composed of the following:

DCP

VCP

Immediate Past DCP (IPDCP)
Every FC in the division

The DCO is an ex officio member of this board.

The division organization exists to support the flotillas by providing administrative,
training support and supervision. The division provides Auxiliary activity support
within their area of responsibility (AOR) and, where necessary, assumes
responsibilities for conducting programs that a flotilla is unable to support. The
Division Board performs these duties through coordination to promote Auxiliary
policy with the division and helps the Director provide administrative support to
foster growth of the Auxiliary, organize and administer division activities, conduct
election of division officers, and manage activities within the division AOR. When
appropriate, the Division Board guides flotillas within their AOR.

Division Board meetings are held according to division standing rules. The DCP,
DCO or Director may call additional meetings. The DCP will publish an agenda for
each Board meeting. The Division Board should meet at regular intervals
determined locally to be most responsive to Auxiliarists’ needs. To conduct
business, the DCP or VCP must be present. In instances where attendance is
impractical, the Division Board may transact routine business by mail. Regular
annual elections shall not be held by mail or electronic means unless specifically
authorized by the Director. Only in unusual circumstances, and when approved by
the Director, may a regular election be held by mail.

The District Board is composed of the following:

Director of Auxiliary (DIRAUX)
DCO

IPDCO

District Vice Commodore (VCO)
RCOs

All DCPs in the District

The NACO is an ex officio member of this board.

The President of the Past Division Captain’s Association, if authorized by the
district’s standing rules, is also a member of the Board. The association’s president
may be allowed a vote on the District Board, provided the DCO and the Director
have approved the association’s standing rules and attendant bylaws.

Each district/region must have a minimum of two RCOs, except Districts 14 and 17
that may have only one RCO. These RCOs may be assigned geographically
specific areas of responsibility or they may be assigned specific program areas of
responsibility or some locally devised combination of the two. Area staff officers
are not authorized.
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E.3.a. Purpose

E.3.b. Meetings
and Elections

District Board duties include implementation of established Coast Guard and
Auxiliary policy within the district. The Board helps the DCO to develop and carry
out district policy. The Board also recommends changes in national policy to the
National Board. =~ When appropriate, the District Board guides, directs, and
supervises units.

The District Board may also be asked to conduct hearings and to make
recommendations on requests for an Auxiliary unit’s disestablishment.

District Board Meetings are held under district standing rules. The District
Commander, Director, or DCO may call additional meetings. To conduct business,
the DCO or VCO must be present. The DCO will prepare and publish, in advance,
an agenda for each District Board meeting. If a meeting is impractical, business
may be transacted by mail or electronic means. Only in unusual circumstances, and
when approved by the District Commander, may a regular election be conducted by
mail.
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The District Executive Committee (EXCOM) is comprised of the following:

DCO
DIRAUX
VCO
RCOs
IPDCO

The EXCOM is charged with managing Coast Guard Auxiliary district day-to-day
operations and meeting according to the district’s standing rules.

All District/Regional Directors along with the Division Chiefs (G-OCX-1 and
G-0OCX-2) are expected to be present at National Board meetings in an advisory
capacity.

The National Board is composed of the following:

NACO

Chief Director
NAVCO

3 ARCOs

NIPCO

All DCOs
President NAPDIC

A National Association of Past District Commodores (NAPDIC) president is
authorized a National Board seat and is entitled to one vote as long as the NAPDIC
standing rules and subsequent board of officers are approved by the Chief Director
and NACO.

All members of the National Board are voting members.

The National Board’s purpose is to lead and oversee as a board of directors, the
Auxiliary and to develop, approve, and carry out Auxiliary national policies. In this
leadership role, the National Board proposes new or proposed policy changes for
Commandant approval.

The NAVCO is responsible for the coordination and direction of the National Staff
through the Directorate Commodores for Operations and Marine Safety,
Recreational Boating Safety, and Member Services in carrying out the NACO’s
policies.
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For national administration, the Auxiliary is divided into three areas:

e Atlantic East
e Atlantic West
e Pacific

See the map in Appendix H for delineation of the ARCO areas of responsibility.

The National Board will meet at least twice each year, normally in February and
September. Subject to the Chief Director’s concurrence, the NACO is responsible
for selecting meeting times and locations. Meetings are open to all Auxiliarists,
who are encouraged to attend and observe.

The National Executive Committee (NEXCOM) is comprised of the following:

e NACO (as chairperson)

e  Chief Director (will normally be accompanied by the Deputy Chief Director in
an advisory role)

e NAVCO and the 3 ARCOs

e Immediate Past National Commodore (NIPCO)

The NEXCOM is charged with managing the national aspects of the day-to-day
Auxiliary operations as well as the responsibility for strategic and long-range
planning. It is responsible for those items not otherwise assigned in this manual, the
national standing rules, or as part of the national program. The NEXCOM
monitors, evaluates, and manages progress toward Coast Guard and Auxiliary
objectives and programs. Within the limitations established by this manual and the
national standing rules, the NEXCOM shall set into motion the implementation of
programs required by the Commandant and the National Board. The NEXCOM
will set policies and provide routine guidance to ensure efficient and timely
functioning of the Auxiliary organization.

The NEXCOM will meet during National Board meetings. The NEXCOM will also
meet on such other occasions as determined by the NACO and the Chief Director.

The NACO occupies the Auxiliary’s senior most elected position and has
precedence, by his/her leadership and management position, over all other
Auxiliarists. The NACO shall:

e Represent the Auxiliary to the Commandant and the Coast Guard Headquarters
Flag Corps in all matters concerning Auxiliary activities.

Represent the Auxiliary on other occasions as directed by the Commandant.
Preside over National Board meetings.

Maintain close liaison, through the ARCOs, with all DCOs.

Provide the Chief Director with advice and counsel, and work closely with the
Chief Director to ensure authorized policy and programs are followed and
promoted by the membership.

¢ Coordinate with the Chief Director in calling National Board meetings.
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e Prepare and publish an agenda for each National Board meeting. Distribute the
agenda to each member of the National Board and each Director at least thirty
days before the first date of the meeting. This action is needed to provide
sufficient time to review all agenda items.

e Appoint the NADCOs with the Chief Director’s approval.

¢ Appoint the Department Chiefs and Deputy Department Chiefs with the Chief
Director’s approval.

e Appoint all other members of the National Staff in coordination with the
NAVCO who acts for NACO by direction.

e Develop an annual program stating the goals of the organization for approval by
the Chief Director. The program will specify and amplify the Staff officers and
committee members’ duties in attaining these aims.

e Serve as an ex officio voting member of each national standing committee and
District Board.

e Supervise Auxiliary activities using the Auxiliary chain of leadership and
management.

e Oversee management and operation of Auxiliary activities using the Auxiliary
chain of leadership and management to ensure compliance with all Coast Guard
and Auxiliary policies and directives as directed by the Commandant.

The NAVCO shall:

e Assist the NACO in all duties and, when circumstances warrant, shall act as
NACO by direction.

e Inthe NACO’s absence, preside over National Board meetings.

e Coordinate and direct the National Staff through the National Directorate
Commodores (NADCOs) for OMS, RBS, and MS in carrying out Auxiliary
policies.

e Serve as an ex officio voting member of each national standing committee.

¢ Oversee the Auxiliary Departments of Legal (DC-L) and Information and
Communication Services (DC-I).

ARCOs shall assist the NACO in the performance of various duties as follows:

e Be responsible for Auxiliary program conduct within their AOR.

e Become familiar with and support Auxiliary related policies established by the
Coast Guard and the National Board.

e Represent their area on the NEXCOM and other areas where appropriate.
Attending district Conferences when directed by the NACO.

o Preside over the area meetings at the National Board’s semi-annual meetings.

e Preside over the National Area Planning Meetings (NAPM) held in their area.

e Maintain close liaison with the DCOs and provide needed advice and counsel.
Assisting DCOs in solving problems not resolvable at district/regional levels.

e Ensure Coast Guard and Auxiliary policy compliance using the chain of
leadership and management.

e Represent the Auxiliary and assigned districts/Regions to the respective Coast
Guard Area Commanders.
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E.6.f. NADCO-
MS, NADCO-
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National Directorate Commodore for Member Services (NADCO-MS), Operations
and Marine Safety (NADCO-OMS) and Recreational Boating Safety (NADCO-
RBS) assist the NACO in duty performance. Under NAVCO’s direction, they shall:

Plan, organize, and coordinate all activities within their program areas.

e Ensure policies established by the Coast Guard, the National Board, and NACO
are effectively implemented.

e Keep the NACO, Chief Director, and NAVCO informed of directorate matters
and provide correspondence copies to NEXCOM.

e Consult via electronic communications, telephone, or mail with their
department chiefs to proactively coordinate their activities.

e  Work continuously toward the immediate and long-term Coast Guard and
Auxiliary goals, which are specific directorate responsibilities.

e  Submit progress reports to the NEXCOM and appropriate Coast Guard
Headquarters’ offices and DVCs (including the Chief Director) of their
directorate activities.

e Effect direct coordination with NACO and NAVCO on specific problems or
requests for needed assistance.

e Consult and coordinate with appropriate Coast Guard Flag officers and program
managers, in coordination with the Chief Director, to determine requirements
for Auxiliary resources used within their Directorate and to develop and manage
Auxiliary programs consistent with Coast Guard needs and objectives.

e In consultation with NEXCOM and respective Department Chiefs, develop
plans, policies, and procedures to achieve and maintain Auxiliary capabilities
consistent with identified Coast Guard requirements.

e Ensure compliance with Coast Guard and Auxiliary policy, using the chain of
leadership and management.

The NIPCO’s duties shall be to assist the NACO, as directed. This leader, because
of past service and experience, should provide program continuity to the National
Board and NEXCOM and be a valuable asset to the Chief Director and the serving
NACO.

The Chief Director’s responsibilities are defined in Chapter 1, paragraph D.1 of
this manual. This office fulfills the Commandant’s duty under law to train, qualify,
and examine Auxiliarists before they are assigned to duty.

In coordination with the Chief, Office of Boat Forces (G-OCS); Chief, Office of
Boating Safety (G-OPB); other Headquarters program managers; and the NACO
Auxiliary National Board and Staff, the Chief Director develops training materials
and operating policies for the Auxiliary program.
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Auxiliary unit elected leaders are authorized to appoint committees to provide help
and advice in the execution of those duties or activities not delegated to Staff
officers. The elected leader appointing the committee shall be an ex officio member
of that committee. They may delegate committee responsibility to the Vice, as
needed.

Aides are authorized for the NACO and DCOs.

The NACO may appoint one or more Administrative Assistants (N-As) and NACO
aides (N-Ds) as necessary. Because of the unique position demands, NACO is
authorized additional aides or assistants as approved by the Chief Director.

The DCO may appoint two aides - an Administrative Assistant (D-AA) and an Aide
(D-AD). The aides will be considered district staff members. Aides may also hold
simultaneous elected or appointed office.
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Section F. Elections

Introduction

F.1. Assumption
of Office

F.2. Eligibility

F.3. Election
Guidelines

Every Auxiliary administrative level holds annual elections, except the national
level. Appendix D defines an Auxiliarist’s eligibility for election, the terms of
office, who votes in the elections, and when elections are held for specific offices.

Newly elected Auxiliary leaders, except at the national level, assume office on 1
January of the year following their election. National elected leaders take office on
1 November of the year of their election and their term runs for two years until 31
October. For those leaders elected in an interim election to fill a vacancy, their term
begins upon election and approval (where appropriate) by the Director.

Appendix D outlines the specific eligibility requirements for elected offices. The
following are general eligibility requirements applicable to all elected offices:

e To ensure Auxiliarists have sufficient knowledge concerning requirements of
the various elected offices, the completion of a twelve-month regular term of
office at one level (flotilla, division, district) is required before advancement to
the next higher level.

e An individual must have been an Auxiliarist for a minimum of twelve months
before nomination for offices of FC or VFC, unless a waiver is granted by the
Director.

e To be eligible for nomination to an elected Auxiliary office, Auxiliarists must
first have satisfactorily completed the AUXMIN specialty course, or
Administrative Procedures Course (APC) or a Flotilla Elected Leader’s Course
(FELC). This eligibility shall be verified and certified by Directors for district,
division and flotilla offices and the Chief Director for national offices. This
may not be delegated.

o Ifeligible Auxiliarists are unavailable or unwilling to seek elected office, the
Director may waive the prerequisites and eligibility requirements, as
appropriate, consistent with district needs.

e Auxiliarists who fulfill all eligibility requirements, on transferring from another
district/region, shall not be denied the opportunity for election to an office
within their new district, provided such transferee has resided in the AOR of the
office sought for at least 12 months.

The following election guidelines apply to all levels of Auxiliary offices as
applicable:

e Immediate past leaders at division, district, and national levels are voting
members of the particular board. No Auxiliarist may cast more than one vote in
any election irrespective of positions held.

e No Auxiliarist may hold two elected offices concurrently, except for those
Auxiliarists elected to higher national elected office. They may continue in
their current district or lower offices following their election to national office
and maintain voting rights of that position, until 31 December of that year to
complete their term.
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¢  Unit standing rules shall have specific provisions to allow nominations from the
floor. Alternatively, the rules must allow set-aside motions to allow such
nominations. In nominations from the floor, the nominator is responsible for
ascertaining the eligibility of the nominee subject to verification by the Director
before the election.

¢ Auxiliary leaders conducting elections are responsible for ensuring the
eligibility of each candidate, except as stated above.

e Directors are responsible for approving and certifying all election results.

e Ifa flotilla fails to hold a valid annual election by 15 December, the DCP may
appoint an interim FC and VFC. This action is done only after consultation and
approval by the DCO and the Director.

e All elections shall be by secret ballot unless there is only one candidate for a
particular office. Proxy voting is not authorized.

¢ Only in unusual circumstances, when approved by the Director, may a regular
division election be held by mail. Only in unusual circumstances, when
approved by the District Commander, may a regular district election be held by
mail.

o The senior elected leader at the next higher level shall be notified in advance of
any election.

e In the event of any challenge or protest regarding the outcome of an election at
the flotilla or division level, the matter shall be referred to the DCO, who shall
render a final decision after consultation with the Director and the DSO-LP.
Any protest or challenge to a district election shall be referred to the appropriate
ARCO, who shall render a final decision after consultation with the Department
Chief, Legal Affairs (DC-L), the NACO, and the Chief Director.

In the year when a national leader’s regular or interim office term is to expire, the
National Board will elect a successor at its meeting held in conjunction with the Fall
NACON. Any protest or challenge to a national election outcome shall be referred
to the NACO, who shall render a final decision after consultation with the Chief
Director and DC-L. (NACO cannot stand for re-election.)

A vacancy in an Auxiliary elected office shall be filled by an interim election. In
certain circumstances, the District/Regional Director or Chief Director, as
appropriate, may authorize an interim election to be conducted by mail ballot. A
vacancy notice shall be sent to all eligible candidates at least fifteen days in advance
of the required date for candidates to place their names in nomination.

An Auxiliarist chosen in an interim election will hold office for the remainder of the
unexpired term. This interim term does not necessarily establish eligibility for the
next higher office. Incumbency of more than half the regular term will be
considered a regular term of office. This service establishes eligibility for the next
appropriate higher office. An interim term (less than half of the regular term) does
not render the incumbent ineligible for a subsequent regular term in that office.
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F.5.b. Election
Status

F.5.c. Immediate
Past Office
Vacancy

F.5.d.
Resignations

F.6. Removal
From Office

F.7. Certification
of Eligibility for
Election

In certain situations, Coast Guard and Auxiliary interests are best served for an
Auxiliarist’s term, elected in an interim election, to be considered a regular term. In
these cases, the Director shall determine whether the election is to be regarded as a
regular or interim election. Each determination will be based on the circumstances.
For national elections, the Commandant, in consultation with the Assistant
Commandant for Operations and the Chief Director, will make any necessary
decision.

In an interim election, there is no change in the immediate past office. The
Auxiliarist who held the title of immediate past leader before the interim election,
will remain the immediate past leader until the next regular election. A vacancy in
the immediate past office shall not be filled.

An Auxiliarist who desires to resign from an elected position must do so in writing
to the next higher level unit elected Auxiliarist at least thirty calendar days before
the effective date. The letter shall state the Auxiliarist resigns the position and the
effective date of resignation. If the letter fails to state an effective date, the next
higher unit elected Auxiliarist may declare the office immediately vacant and fill it.

An Auxiliary national leader can be removed from office by direction of the
Commandant. Any Auxiliary flotilla, division, or district Auxiliarist can be
removed from office by the District Commander or Commandant when so
recommended by a three-quarters affirmative vote of an entire electing board. Any
board member may initiate this action. No reason need be expressed by the person
initiating the action. Actions bringing discredit on the Coast Guard or Auxiliary, or
other reasons as stated in Chapter 3 of this manual can justify administrative action
against an Auxiliarist and are sufficient reasons for this action.

Copies of the minutes of the removal proceedings shall be provided to the
Auxiliarist concerned. Copies are also provided to the immediate superior in the
Coast Guard chain of command, and the Auxiliary leader in the next higher position
in the chain of leadership and management.

When an Auxiliarist’s name is placed in nomination for national office, the Chief
Director certifies to the NACO that the nominee is current or not current in one
Auxiliary program. Auxiliarists must be active in a program (e.g., PE, VE, OPS) to
be eligible to run for that office. After assuming additional responsibilities of that
position, the Auxiliarist does not need to maintain the certification(s) to take or hold
that office. Auxiliarists must be active to run for re-election or election to another
office.
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Upon notification of selection and prior to assuming office, the NACO-elect, all
NADCO-selects, NAVCO-elects, ARCO-elects, DCO-elects, VCO-elects and
RCO-elects must complete and forward all required forms, documents and
information necessary to perform a Coast Guard DO PSI through the Director.
Failure to file appropriate paperwork or to receive an approved security clearance
makes the Auxiliarist ineligible for the office. All commodores must maintain PSI
SECRET clearance eligibility status at all times. If any commodore, prominent,
significant, elected, or appointed leader eligible for or currently maintaining a
security clearance experiences a situation (personal, financial, legal, substance
abuse, or DUI, etc.) which could affect security clearance eligibility, they must
immediately report this information to their Director and the SECCEN. Normally,
notification above the director level shall be accomplished personally by the
director. For additional information pertaining to PSI, refer to Chapter 3,
paragraph C.3.

Coast Guard Flag officers and the Chief Director may require higher level PSIs for
specific Auxiliarists to meet mission requirements.

Any Auxiliarist, unwilling or unable to undergo such an investigation, shall vacate
their respective office, without appeal, within thirty calendar days of receipt of
notification. Notification must be by certified mail from either their Director or the
Chief Director. Investigative material may also be used under the provisions of
Chapter 3 of this manual for further action as deemed appropriate by the
investigating authorities.

During the Auxiliary unit’s Change of Watch, elected and appointed Auxiliarists
will be installed by the Auxiliary’s senior elected leader or Coast Guard officer
present, by administering the Prologue and Pledge for Elected and Appointed
Auxiliarists. (see Figure 4-1)
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PROLOGUE AND PLEDGE FOR ELECTED AND APPOINTED
LEADERS

You have offered your talents and services in the interest of a better Coast Guard
Auxiliary. The pledge you are about to take admits you to an office of greater
responsibilities and high honor. Along with this honor, you must be prepared to
accept certain obligations as well as the administrative and supervisory
responsibilities of your office. Your task is to develop the Auxiliary programs to
the maximum efficiency that conditions permit. You are expected to promote
closer liaison between the Auxiliary and local Coast Guard units, constantly
reminding Auxiliarists that their actions reflect not only on the Auxiliary, but also
on the Coast Guard. As a leader, you are charged with maintaining high standards
in all Auxiliary programs and activities, never compromising honesty and integrity.

Everyone, please rise.

With the full realization of the demands of your office in terms of time, travel, and
dedication, if you are willing to accept this honor, please raise your right hand and
repeat after me:

1, (state your name), do solemnly and sincerely pledge myself to support the
United States Coast Guard Auxiliary and its purposes, to promote its
authorized activities, to properly discharge the duties of my office, and to
abide by the governing policies established by the Commandant of the United
States Coast Guard.

Figure 4-1
Prologue and Pledge for Elected and Appointed Leaders

F.10. Re-Election NACO is not eligible to seek a second successive two-year term. The NAVCO and

Privileges

the 3 ARCOs are not eligible to succeed themselves in office. NACO may not
immediately accept a national elected office lower than NACO. Any Auxiliary
leader, however, who has served on the NEXCOM may again run for re-election to
that office or any lower national office after an absence from the NEXCOM for at
least six years.

The outgoing DCO and VCO are not eligible to succeed themselves in office.
RCOs may be elected to no more than a second one-year term. The DCO and VCO
are not eligible to immediately accept a district elected office lower than the one just
filled. Any Auxiliary leader, however, who has served on the District Executive
Committee (EXCOM) may again run for re-election to that office, or any lower
district office, during the sixth year (or more) of EXCOM absence. Outgoing DCO,
VCO, and RCOs are eligible to run immediately, or any time thereafter, for any
division or flotilla elected office provided they meet all the other qualifications for
those offices as outlined herein.

4-29



F.11. Duties of
Elected
Auxiliarists

NOTE &

F.11.a. Vice
Functions

Chapter 4 - Auxiliary Organizational Structure

The duty of senior elected Auxiliarists in all Auxiliary leadership positions (NACO,
DCO, DCP, and FC) is to be thoroughly familiar with all assigned responsibilities.
Each leader must maintain close liaison with senior elected Auxiliarists in units
immediately higher or lower in the Auxiliary organization. Additionally, each must

€

nsure Auxiliarists are trained and qualified in their assigned duties in the unit.

Each should strive to inspire cooperation and encourage fellowship among
Auxiliarists. Incumbents should use the experience and expertise of the immediate
past leaders. Incumbent elected Auxiliarists are responsible for:

Conduct of unit meetings.

Supervision and successful execution of unit activities to accomplish Auxiliary
missions and goals.

Support and compliance with Auxiliary and Coast Guard policies.

Prompt submission of required reports and correspondence.

Membership recruiting and retention.

Leadership, management, supervision, and operation of their unit, and unit
member training, qualification, assignment to duty, recognition, and corrective
action.

Liaison with Coast Guard units in the Auxiliary area of operations in
coordination with the designated Auxiliary Unit Liaison (AUXULO), which is
an Auxiliary staff position. (See Appendix L)

The Auxiliary Liaison (AUXLO) is an active duty member assigned by the Coast
Guard unit Commander who coordinates with the applicable Auxiliary elected
leaders, staff officers, or Auxiliarists.

The Auxiliary Unit Liaison (AUXULO) is an experienced Auxiliarist assigned by the
District Commodore in consultation with the Director of Auxiliary and the Coast
Guard unit commander, works with the Coast Guard command to provide immediate
input and response to requirements for Auxiliary support and facilitate Auxiliary
service to the unit.

The principal duty of Auxiliarists in a vice capacity (NAVCO, VCO, VCP, and
VFC) is to help the unit’s senior Auxiliarist as follows:

Function as the unit’s chief of staff.

Carry out authorized programs according to existing policies and with an
acceptable quality standard.

Offer advice and help, as needed.

Visit other Auxiliary units to maintain liaison, if applicable.

Supervise Auxiliary unit Staff officer activities. Each Auxiliary unit’s Staff
officers report to their Vice.

Review and act on reports submitted by unit Staff officers.

Vote as the acting senior elected Auxiliarist when substituting for the unit senior
elected Auxiliarist at meetings or functions, of where that Auxiliarist is
prohibited from voting by virtue of having another position.
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F.11.b. Rear
Commodores

F.11.c. Elected
Auxiliarists

F.11.d. Immediate
Past Leader

e  Assist with ensuring compliance with Coast Guard and Auxiliary policy by
using the Auxiliary chain of leadership and management.

e VCOs will chair one or more District Board standing committees and
committees for special events. VCOs are responsible for district staff
coordination and direction.

District Rear Commodores (RCO) perform the following duties:

Assist their respective DCOs and, if requested, attend meetings or act in specific
matters for their DCO.

e RCOs charged with geographic responsibilities shall maintain close liaison with
the DCPs in their area of responsibility. They supervise, help, counsel (as
necessary) and visit the divisions. RCOs foster Auxiliary growth through
development of an active membership recruiting program. They assist division
officers in organizing new flotillas and in developing interesting and varied
meeting programs. RCOs ensure compliance with Coast Guard and Auxiliary
policy by all Auxiliary units and members, using the Auxiliary chain of
leadership and management.

¢ RCOs may also be charged with programmatic responsibilities within their
district or region. They shall coordinate the planning of activities in those
program areas for the DCO and serve as the DCO’s liaison to the applicable
national Directorate and/or department.

e  Whenever a Coast Guard unit is commissioned, an RCO must be assigned the
primary duty of coordinating between the Coast Guard Auxiliary district/region
and the Commanding Officer/Officer-in-charge (CO/OIC). These coordination
duties include, but are not limited to, serving as an expert broker for Auxiliary
services, training, and support. RCO duties may cross division/flotilla
boundaries.

Elected Auxiliarists have been delegated the leadership and management capability
by the Commandant to assign to duty other elected Auxiliarists throughout the chain
of leadership and management, their Staff officers, and other qualified Auxiliarists.

Positions of immediate past leader are not elected Auxiliarists.
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Section G. Staff Officers

Introduction

G.1.
Appointment

G.2. New
Auxiliarist

G.3. Staff Officer
Responsibilities

Every unit’s senior elected Auxiliarist leader appoints Staff officers. Staff duties are
purely administrative, providing functional supervision program management over
specifically authorized activities. The appointment and delegation of duties should
be given to each Staff officer in writing.

The Auxiliary is organized and administered along parallel staffing principles,
which requires Staff officers at all levels, in conducting Auxiliary activities, to
report to senior levels and to monitor activities at lower levels. Mission
accomplishment will be difficult unless Auxiliarists carefully follow the parallel
staffing concept. Staff officers are charged with carrying out their part of the unit
mission.

Staff officers are appointed and serve at the elected Auxiliarist’s pleasure. A Staff
officer’s appointment expires with the term of the appointing leader unless the
appointment is terminated earlier. Staff officers may be removed from a position
any time the appointing leader deems it appropriate. District Staff officer (DSO)
appointments are made only with Director’s concurrence. National Staff officer
appointments are made only with the NACO approval. National Department Chiefs
and Deputy Department Chiefs are appointed by NACO with the Chief Director’s
concurrence.

New Auxiliarists are not normally offered Staff officer appointments during their
first membership year. They should use their initial period to gain qualifications
and learn about the Coast Guard and Auxiliary. Time may also be spent working
with elected leaders or Staff officers in areas of the new Auxiliarist’s interest. The
Auxiliary unit’s elected leader has full discretion to waive the year’s service to
make appointments, as deemed useful for both the Auxiliarist’s and unit’s benefit
and to encourage Auxiliarist contributions.

To be successful, elected leaders must make certain Staff officers are well briefed
on their duties and responsibilities. To carry out these duties, Staff officers are
encouraged to appoint committees to help them. Staff officers must report progress
monthly to the Vice or appointing elected leader. Staff officers will maintain
records and correspondence concerning their office. These documents are turned
over, with all publications and other pertinent material, to the successor when
relinquishing office.
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An elected leader’s delegation of management capability to a Staff officer does not
relieve the elected leader from any responsibility. Elected leaders must ensure that
leadership and management capabilities are properly exercised and instructions are
properly carried out. Staff officers may assign qualified Auxiliarists to duties in
their responsible area. The Auxiliary Flotilla Procedures Manual, COMDTINST
16791.5 (series), contains sample appointment letters and specific duties for Flotilla
Staff officers. The Auxiliary Division Procedures Guide, COMDTPUB P16791.3
(series), provides for Division Staff officers.

Staff officers are not barred from holding simultaneous elected offices or another
staff office. Before appointment of additional jobs, however, the added burden on
the Auxiliarist should be considered by the elected leader and by the unit
membership.
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G.6. Flotilla and
Division Staff
Officers List

To carry out the Auxiliary program, DCPs and FCs may appoint up to seventeen
flotilla and Division Staff officers only from the group listed below, unless
specifically authorized by the NACO and Chief Director. The DCO may appoint up
to nineteen DSOs from the group listed below. In addition, the DCO may appoint a
DSO - Legal/Parliamentarian (DSO-LP), who shall be a licensed attorney. If a
licensed attorney is not available to serve, the DC-L shall designate a department
attorney to handle that district’s legal matters. In this case, an appointed DSO-LP
may serve as the District Parliamentarian.

Aids to Navigation (AN)

Aviation (AV) (district level only)

Career Counselor (CC)*

Communications (CM)

Communications Services (CS)

Finance (FN)

Flight Safety Officer (DFSO) (district level only)**
Information and Communication Services (IS)
Legal/Parliamentarian (LP) (district level only)
Recreational Boating Safety Visitation Program (RBSVP)
Marine Safety and Environmental Protection (MS)
Marketing and Public Affairs (PA)

Materials (MA)

Member Training (MT)

Operations (OP)

Personnel Services (PS)

Public Education (PE)

Publications (PB)

Secretary/Records (SR)

Vessel Examination (VE)

* The Coast Guard Academy Office of Admissions staff shall be notified by the CC
of new CC appointments to ensure training in Academy Introduction Mission (AIM)
and Recruiting Assistance Program (RAP) assignments.

** The DFSO has joint reporting responsibilities for safety issues. The DFSO is a
member of the District Aviation Board and advises the DSO-AV on safety issues.
The DFSO also reports to the DCO on the safety of the aviation program.
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G.6.a. Division The current authorized division staff positions include all Auxiliarists listed in

Staff Positions paragraph G.6 above, with the exception of DFSO, AV, and LP. A division
member may hold more than one appointed staff office concurrently at various
Auxiliary unit levels or within the same unit level. Functions and programs may be
combined and, if so, do not require separate staff appointments. An example of
combined positions is illustrated in Figure 4-2.

o o ; FN, SR

Division Captain Lay Leader
I
Division Vice Captain
Flotilla Commanders
[ I I |
SO/OP SO/PS SO/PA

(CG support) (internal) (out-reach) SO/S

| | I

AN, CM, MS, CS, MA, MT, CC, MV, PA,
Surface PB, PS PE, VE

Figure 4-2
Consolidation of Responsibility — Division Model
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G.6.b. Flotilla
Staff Positions

G.7. Assistant
District Staff
Officers

The FC should appoint appropriate staff to conduct the business of the flotilla
including finance, record keeping, information services and other administrative
areas; to manage recruiting/retention and training; and to conduct programs as
desired. A flotilla member may hold more than one appointed staff office
concurrently at various Auxiliary unit levels or within the same unit level.
Functions and programs may be combined and do not require separate staff
appointments. An example of combined positions is illustrated in Figure 4-3.

Flotilla Commander

|

Vice Flotilla Commander

Recruiting and Training Administration Programs
Retention
: I | |
FSO-PS FSO-MT FSO-SR FSO-PE
] I |
FSO-CC FSO-FN FSO-OP
i | I
ESO-PA FSO-IS FSO-VE
| |
FSO-MA FSO-MV
I I
FSO-CS FS0-MS
| ]
FSO-PB FSO-CM
I
FSO-AN
Figure 4-3

Consolidation of Responsibility — Flotilla Staff Model

DCOs may create assistant District Staff officer (ADSO) positions for any program
area. The DSO, in accordance with district policy, may delegate to an ADSO any
authority and responsibility given to the DSO, except in those cases in which the
DSO is specifically designated to perform an activity or duty. The DSO’s
delegation constitutes assignment to duty in accordance with 14 U.S.C. § 831.
Appointments may be apportioned according to need in the various functional areas.
Examples of appropriate ADSOs are:

e District Historian — ADSO-PAH
e Operations — ADSO-OP/QE

For aviation assignments, there shall be one assistant position per air station actively
involved in issuing Auxiliary aviation orders within the district. This assistant is
normally designated as an ADSO-AAC (Auxiliary Aviation Coordinator). Other
aviation ADSO positions may be authorized, and examples of these are:
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e Aviation Training — ADSO-AVT
e Aviation Management — ADSO-AVM
e Assistant Flight Safety Officer - ADSO-ADFSO

Divisions and flotillas are not authorized assistant division (SO) or assistant FSOs.
Appointment of informal assistants is encouraged, however, wearing of insignia for
such informal appointment is not authorized.

The Director, in consultation with the DCO, may designate qualified Auxiliarists to
perform special Coast Guard duties to include Qualification Examiners (QEs), IT
trainers, and examination proctors. Other Auxiliarists may be designated to perform
duties pertaining to a mission or program, consistent with the provisions of
appropriate directives.

Directors, in consultation with the DCO, may also appoint Auxiliarists to serve as a
Director’s administrative assistant to perform specific directed duties. Auxiliary
office insignia for this staff position shall be the same as that for a DCO’s
administrative assistant.

The Chief Director, in consultation with the NACO, may also appoint Auxiliarists
to serve as the Chief Director’s Assistants. Auxiliary office insignia for this staff
position shall be the same as that for a National Staff branch assistant or (DVC).

Each district or region’s CGAUX-CRC is normally selected from the group of past
DCOs. Alternatively, other experienced Auxiliarists who have served as DCP or
higher may be selected. The Auxiliarist’s education, training, business, or
professional experience should be considered in the selection process. The Director,
with DCO concurrence, nominates the Auxiliarist to the District Commander for
approval. On approval, the District Commander will designate the nominee, in
writing, as the district or region CGAUX-CRC. The CGAUX-CRC shall perform
their duties according to Chapter 7 of this manual. No unique office insignia is
authorized.

Auxiliary unit elected leaders may designate a Lay Leader to serve at their pleasure.
The position is not an authorized staff position and will not be recorded in
AUXDATA, but an Auxiliarist so serving may wear an appropriate level staff
insignia. The title and any insignia relating to a chaplain will not be used for this
position. The duties associated with chaplains are not authorized for those so
assigned. Lay leaders, in performing invocations, moments of silence, and other
activities, must ensure offered content is non-sectarian to avoid offending persons of
different beliefs, and to recognize the inherent diversity in a national organization
such as the Auxiliary. Lay leaders may be reviewed by Coast Guard chaplains for
consistency with policy.
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Section H. Standing Rules

Introduction

H.1. Appendices

H.2. Distribution

H.3.
Amendments

H.4. Signature
and Submission

H.S5. Disputes or
Interpretation

Standardized standing rules are required for all Auxiliary units. All Auxiliary unit
standing rules have been standardized, developed, and approved by the National
Board. All standardized standing rules, with options selected, must be affirmed by a
two-thirds majority vote of the Auxiliary unit governing body.

Appendices to Auxiliary unit standard standing rules may be adopted by two-thirds
majority vote of the governing body and are effective upon signature of the senior
Auxiliary unit elected leader. The appendices should include matters local in
nature. These items may include dates, times and locations for meetings, amounts
and due dates for collection of membership dues, information regarding local
awards, number, title, and composition of committees not otherwise specified, etc.

The FC, DCP, or DCO must sign appropriate number of copies of the Auxiliary
unit’s affirmed standardized standing rules, with options selected, and retain one
copy and send the others through the chain of leadership and management to the
following leaders:

e FC to Director, DCP, and DSO-LP
e DCP to Director, DCO, and DSO-LP
e DCO to Director, NACO, DC-L, and DSO-LP

No Auxiliary unit amendments to standardized standing rules are permitted. Any
desired amendment to the standardized standing rules must be proposed to the
National Board using the national recommendation process.

After review by the DC-L, the NACO dates and signs, in duplicate, National Board
standing rules or amendments, and submits them to the Chief Director for approval.
One signed copy will be returned to the NACO and DC-L, and one copy will remain
on file at Coast Guard Headquarters.

Disputes or requests pertaining to interpretation of flotilla, division, and district
standing rules shall be forwarded to the DCO for determination in consultation with
the DSO-LP. Issues regarding national standing rules shall be referred to the
NACO for determination in consultation with the DC-L.
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Chapter 5
Regulations and Policies

Introduction This chapter provides regulations and policies related to certain Auxiliary functions.
In this Chapter This chapter contains the following sections:
Section Title See Page
A Public Law Excerpts 5-3
Communications With Other Government Agencies 5-9
C Public Appearances for Political Affairs 5-11
D Marketing and Public Affairs 5-13
E Privacy and Freedom of Information Acts 5-15
F Official Business Mail 5-17
G Taxes 5-19
H Solicitations, Gifts, and Donations 5-21
I Publications 5-25
J Assignment to Duty 5-29
K Claims, Injury, or Death While Assigned to Duty 5-33
L Public Education Course Fees 5-39
M Incorporation 5-41
N Finances 5-43
O Auxiliary Identification 5-45
P Accommodation of Physically Challenged Individuals 5-53
Enrolled in Boating Safety Classes
Q Weapons 5-55
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Section A. Public Law Excerpts

Introduction

A.1. Authority

A.2. Sec. 639 -
Penalty For
Unauthorized
Use of Words
“Coast Guard”

The Auxiliary is a non-military organization of uniformed civilian volunteers
established by Congress and administered by the Coast Guard. Auxiliarists must be
aware of the organizational responsibilities and limitations intended by Congress.
From these basic laws come the Commandant’s authority to promulgate pertinent
instructions and regulations to properly administer the Auxiliary within the Coast
Guard framework.

The following partial excerpts are from 14 U.S.C. — Coast Guard, and provide the
basis for the Auxiliary.

No individual, association, partnership or corporation shall, without
authority of the Commandant, use the combination of the letters “USCG” or
“USCGR,” the words “Coast Guard,” “United States Coast Guard,” “Coast
Guard Reserve,” “United States Coast Guard Reserve,” “Coast Guard
Auxiliary,” “United States Coast Guard Auxiliary,” “Lighthouse Service,”
“Life Saving Service,” or any combination or variation of such letters or
words alone or with other letters or words, as the name under which he or it
shalt do business for the purpose of trade, or by way of advertisement to
induce the effect of leading the public to believe that any such individual,
association, partnership or corporation has any connection with the Coast
Guard. No individual, association, partnership or corporation shall falsely
advertise, or otherwise represent falsely by any device whatsoever, that any
project or business in which he or it is engaged, or product which he or it
manufactures, deals in, or sells, has been in any way endorsed, authorized, or
approved by the Coast Guard. Every person violating this section shall be
fined not more than $1,000, or imprisoned not more than one (1) year, or
both.

FE TS

Note: Any items of clothing or any other paraphernalia which may be
perceived by members of the general public to establish an official
relationship with the Coast Guard or the Coast Guard Auxiliary in a
commercial context are prohibited. Any member who acts contrary to this
provision may be subject to disciplinary action if the actual intent of the
wearing or display is to advance falsely an endorsement. Actual intent may
be established upon a showing of prior conduct contrary to this provision.
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A.3. Sec. 821 - (a)

Administration of The Coast Guard Auxiliary is a non-military organization administered

the ?(.)ast Guard by the Commandant under the direction of the Secretary. For command,

Auxiliary control, and administrative purposes, the Auxiliary shall include such
organizational elements and units as are approved by the Commandant,
including but not limited to, a national board and staff (to be known as the
‘Auxiliary headquarters unit’), districts, regions, divisions, flotillas, and
other organizational elements and units. The Auxiliary organization and its
officers shall have such rights, privileges, powers, and duties as may be
granted to them by the Commandant, consistent with this title and other
applicable provisions of law. The Commandant may delegate to officers of
the Auxiliary the authority vested in the Commandant by this section, in the
manner and to the extent the Commandant considers necessary or
appropriate for the functioning, organization, and internal administration of
the Auxiliary.

(b)

Each organizational element or unit of the Coast Guard Auxiliary
organization (but excluding any corporation formed by an organizational
element or unit of the Auxiliary under subsection (c) of this section), shall,
except when acting outside the scope of section 822, at all times be deemed
to be an instrumentality of the United States, for purposes of the following:

1)
Chapter 26 of title 28 (popularly known as the Federal Tort
Claims Act).
2
Section 2733 of title 10 (popularly known as the Military Claims Act).
3

The Act of March 3, 1925 (46 U.S.C. § App. 781-790; popularly
known as the Public Vessel Act).

C))
The Act of March 9, 1920 (46 U.S.C. § App. 741-752; popularly
known as the Suits in Admiralty Act).

)
The Act of June 19, 1948 (46 U.S.C. § App. 740, popularly known as the
Admiralty Extension Act).
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(6)
Other matters related to non-contractual civil liability.
(©)
The National Board of the Auxiliary, and any Coast Guard Auxiliary

district or region, may form a corporation under State law in accordance
with policies established by the Commandant.

A4. Sec. 822 - The purpose of the Auxiliary is to assist the Coast Guard as authorized
Purpose of the by the Commandant, in performing any Coast Guard function, power, duty,
Coast Guard role, mission, or operation authorized by law.

Auxiliary

A.S. Sec. 823 - The Auxiliary shall be composed of citizens of the United States and its
Eligibility, territories and possessions, who are owners, sole or part, of motorboats,
Enrollments vachts, aircraft, or radio stations, or who by reason of their special training

or experience are deemed by the Commandant to be qualified for duty in the
Auxiliary, and who may be enrolled therein pursuant to applicable
regulations.

A.6. Sec.823a-  (a)

Members of the Except as otherwise provided in this chapter, a member of the

Auxiliary; Status Coast Guard Auxiliary shall not be considered to be a Federal employee
and shall not be subject to the provisions of law relating to Federal
employment, including those relating to hours of work, rates of
compensation, leave, unemployment compensation, Federal employee
benefits, ethics, conflicts of interest, and other similar criminal or civil
statutes and regulations governing the conduct of Federal employees.
However, nothing in this subsection shall constrain the Commandant
from prescribing standards for the conduct and behavior of members of
the Auxiliary.

(b)
A member of the Auxiliary while assigned to duty shall be deemed
to be a Federal employee only for the purposes of the following:

1
Chapter 26 of title 28 (popularly known as the Federal Tort
Claims Act).

(2
Section 2733 of title 10 (popularly known as the Military Claims Act).

3
The Act of March 3, 1925 (46 App. U.S.C. § 781-790; popularly
known as the Public Vessels Act).
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C))
The Act of March 9, 1920 (46 App. U.S.C. § 741-752; popularly
known as the Suits in Admiralty Act).

6))
The Act of June 19, 1948 (46 App. U.S.C. § 740; popularly known
as the Admiralty Extension Act).

(6)

Other matters related to non-contractual civil liability.
@)

Compensation for work injuries under Chapter 81 of title 5.
®)

The resolution of claims relating to damage to or loss of personal
property of the member incident to service under the Military
Personnel and Civilian Employees’ Claims Act of 1964
(31 US.C. §3721).

(©)

A member of the Auxiliary, while assigned to duty, shall be deemed
to be a person acting under an officer of the United States or an agency
thereof for purposes of section 1442(a)(1) of title 28.

Members of the Auxiliary may be disenrolled pursuant to applicable
regulations.

Members of the Auxiliary may be appointed or enlisted in the Reserve,
pursuant to applicable regulations, and membership in the Auxiliary shall
not be a bar to membership in any other naval or military organization.

The Coast Guard may utilize for any purpose incident to carrying out its
functions and duties as authorized by the Secretary any motorboat, yacht,
aircraft, or radio station placed at its disposition for any of such purposes by
any member of the Auxiliary, by any corporation, partnership, or
association, or by any State or political subdivision thereof.
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A.10. Sec. 827 -
Vessel Deemed
Public Vessel

A.11. Sec. 828 -
Aircraft Deemed
Public Aircraft

A.12. Sec. 829 -
Radio Station
Deemed
Government
Station

A.13. Sec. 830 -
Availability of
Appropriations

While assigned to authorized Coast Guard duty, any motorboat or yacht
shall be deemed to be a public vessel of the United States and a vessel of the
Coast Guard within the meaning of sections 646 and 647 of this title and
other applicable provisions of law.

While assigned to authorized Coast Guard duty, any aircraft shall be
deemed to be a Coast Guard aircraft, a public vessel of the United States,
and a vessel of the Coast Guard within the meaning of sections 646 and 647
of this title and other applicable provisions of law. Subject to the provisions
of sections 823a and 831 of this title, while assigned to duty, qualified
Auxiliary pilots shall be deemed to be Coast Guard pilots.

Any radio station, while assigned to authorized Coast Guard duty, shall
be deemed to be a radio station of the Coast Guard and a “government
Station.”

(C))

Appropriations of the Coast Guard shall be available for the payment of
actual necessary traveling expense and subsistence, or commutation of
ration allowance in lieu of subsistence, of members of the Auxiliary assigned
to authorized duties and for actual necessary expenses of operation of any
motorboat, yacht, aircraft, or radio station when assigned to Coast Guard
duty, but shall not be available for the payment of compensation for
personal services, incident to such operation, other than to personnel of the
Coast Guard or the Reserve. The term “actual necessary expenses of
operation” as used in this section, shall include payment for fuel, oil, power,
water, supplies, provisions, replacement or repair of equipment, repair of
any damaged motorboat, yacht, aircraft, or radio station and for the
constructive or actual loss of any motorboat, yacht, aircraft, or radio station
where it is determined, under applicable regulations, that responsibility for
the loss or damage necessitating such replacement or repair of equipment,
or for the damage or loss, constructive or actual, of such motorboat, yacht,
aircraft, or radio station rests with the Coast Guard.
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A.14. Sec. 831 - No member of the Auxiliary solely by reason of such membership, shall
Assignment and be vested with, or exercise, any right, privilege, power, or duty vested in or
Performance of imposed upon the personnel of the Coast Guard or the Reserve, except that
Duties any such member may, under applicable regulations, be assigned duties,

which, after appropriate training and examination, [the Auxiliarist] has been
found competent to perform, to effectuate the purposes of the Auxiliary. No
member of the Auxiliary shall be placed in charge of a motorboat, yacht,
aircraft, or radio station assigned to Coast Guard duty unless [the member]
has been designated by authority of the Commandant to perform such duty.
When any member of the Auxiliary is assigned to such duty [that member]
may, pursuant to regulations issued by the Secretary, be paid actual
necessary traveling expense, including per diem allowance in conformity
with standardized Government Travel Regulations in lieu of subsistence,
while traveling and while on duty away from home. No per diem shall be
paid for any period during which quarters and subsistence in kind are
furnished by the Government, and no per diem shall be paid for any period
while such member is performing duty on a vessel.

A.15. Sec. 832 - When any member of the Auxiliary is physically injured or dies as a
Injury or Death result of physical injury incurred while performing any duty to which the
in Line of Duty member is assigned by competent Coast Guard authority, such member or

beneficiary shall be entitled to the same benefits provided for temporary
members of the Reserve who suffer physical injury or death resulting from
physical injury incurred incident to service. Members of the Auxiliary who
incur physical injury or contract sickness or disease while performing any
duty to which they have been assigned by competent Coast Guard authority
shall be entitled to the same hospital treatment afforded members of the
Coast Guard. The performance of a duty as the term is used in this section
includes time engaged in traveling back and forth between the place of
assigned duty and the permanent residence of a member of the Auxiliary.

A.16. Sec. 892 - Whoever, without proper authority, flies from any building, aircraft,

Penalty motorboat, yacht, or other vessel, any flag or pennant or displays any
identifying insignia or wears any uniform or insignia of the Auxiliary shall
be fined not more than $500.
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Section B. Communications With Other Government Agencies and

Industry

Introduction

B.1.
Communication
With Other
Government
Agencies

B.1l.a. State
Liaison Officers

B.1.b. Legislative
Liaison Officers

B.2. Private
Citizens

B.3. Industry
Relations

B.4. Cooperative
Programs

This section describes the policies under which Auxiliarists may communicate with
other Government agencies and may conduct industry relations.

Auxiliarists shall not communicate with officials of other Government agencies or
members of Congress in the name of the Auxiliary unless the Chief Director
determines the recommendations or requests are consistent with the Coast Guard
and Auxiliary policy and grants the Auxiliarist specific permission in advance of the
communication.

Auxiliarists appointed as Auxiliary SLOs or as Staff officers in the Auxiliary
Department of Boating are authorized to communicate with their designated State
boating law organization and the State Boating Law Administrator (BLA). (see
Chapter 2 of this manual)

Auxiliarists appointed as Legislative Liaison officers and those serving on the
National LLC are authorized to communicate with members of the State Legislature
and their staff for the purpose of obtaining information of proposed, pending, and
passed legislation concerning RBS matters.

The right of Auxiliarists to communicate directly with elected and appointed
Government officials and agencies as private citizens is not restricted. Neither
official stationery nor Auxiliary titles shall be used in such communications.

No undertaking may be made in the name of the Auxiliary for any manufacturer,
product, or service by which an endorsement by the Coast Guard or the Auxiliary is
stated, implied, or inferred. Organizations, however, may offer to help the safe
boating mission by producing pamphlets, films, etc. Organizations providing such
help may take a credit line. For example, “Printed Courtesy of XYZ Company.” It
must be clear that no Auxiliary or Coast Guard endorsement is given.

To facilitate and support the Coast Guard’s RBS mission, cooperative programs
with commercial enterprises that involve the distribution of coupons for the
purchase of boating safety equipment and/or services or promotions distributed in
recognition of the actual observance of safe boating practices are authorized.
Commercial enterprises will not be denied an opportunity to participate in a similar
program, except that the District Commanders or the Chief Director may deny
cooperative programs not consistent with Coast Guard and Coast Guard Auxiliary
missions.

The Coast Guard and/or Auxiliary may distribute coupons, pamphlets, videos, and
other materials provided by corporations to Auxiliary units using official business
mail.
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Section C. Public Appearances for Political Affairs

Introduction

C.1. Public
Appearances

C.2. Authority
for Official
Appearances

C.2.a. Federal
Legislative
Hearings

C.2.b. State
Legislative
Hearings

Political and legislative activity affecting the Coast Guard may be of interest to
Auxiliarists.

Auxiliarists may appear and testify as private citizens at legislative hearings or
political meetings without Coast Guard approval. If Auxiliarists appear and/or
testify as a private citizen on a matter related to the Coast Guard or the Auxiliary,
they must provide the Chief Director and the local Director with advance
notification. If Auxiliarists appear and/or testify in a private capacity, they may not
wear the uniform, use an Auxiliary title, or otherwise indicate that they represent the
Coast Guard or the Auxiliary.

As Chief of the Executive Branch of Government, the President, through the Office
of Management and Budget (OMB), has prescribed regulations controlling official
communications to the Congress. Appearances of DHS witnesses (which includes
Coast Guard Auxiliarists) fall within these rules.

For official appearances at Federal legislative hearings, or at other politically
sensitive functions, the Chief Director will review requests for Auxiliarists’
attendance and uniform wear.

Clearance is required by OMB of witness statements, as well as all responses to
questions arising at the hearing, and for which the witness is responsible for later
submission of written answers. Before transmission to OMB of these draft
statements and follow-up responses, clearance by Headquarters and DHS must be
obtained.

The Congressional Affairs Staff (G-ICA) closely monitors all process phases and
helps in orchestrating Coast Guard participation. All requests received by
Auxiliarists for testifying as witnesses should be relayed directly to the Chief
Director by the most expeditious means.

Auxiliarists shall notify their District Commander in advance of any appearance
related to the Coast Guard or the Auxiliary at State legislative hearings. If the
appearance is made in an official capacity (in uniform and using their Auxiliary
title), the District Commander’s approval is required.
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Section D. Marketing and Public Affairs

Introduction

D.1. Goal

D.2. Publicity

D.2.a. Pending
Activity

D.2.b.
Newsworthy
Activities

D.2.c. Articles
Mentioning
Auxiliary Leader

D.2.d. Videotapes
of Electronic
Media

There is a need to develop public understanding and appreciation of the Auxiliary’s
role and a need to help the Coast Guard in maintaining and carrying out the
service’s public information program.

Auxiliarists participating in the Auxiliary Marketing and Public Affairs Program
shall direct their efforts toward publicizing the Auxiliary’s aims, purposes, and
activities.

Staff officers for public affairs and publications at the district, division, and flotilla
levels perform many activities that stimulate interest within the Auxiliary. They
also present the aims of the Coast Guard and the Auxiliary to the general public.

Since the Auxiliary is a working part of the Coast Guard, the Director should clear,
before release, publicity releases concerning pending activities. The Director may
delegate this responsibility to the DSO-PA/ADSO-PA, SO-PA, or FSO-PA.
Routine Auxiliary items such as write-ups of meetings, cruises, elections, PE
courses, and other local activities do not require prior clearance. A clipping of the
published items shall be forwarded to the Director.

Timely release of noteworthy and newsworthy activities is essential. To prevent
untimely delay in the submission of the information in this case, an abbreviated
approval procedure is authorized. This method includes approval by telephone or
electronic mail. This exception is only for releases discussing Auxiliarists’ actions,
including those performed in direct support of a Coast Guard operation. This action
does not authorize the Auxiliary to release articles discussing actual Coast Guard
operations, casualty information, or speculation of fault/cause of an incident. If in
doubt, err on the side of caution. A clipping of the published items shall be sent to
the Director.

When writing articles mentioning Auxiliary leaders, use of an office title before
names is proper only for current or past District Commodores (DCOs) and above.
Use of a title like Commodore Lucy Jones is proper for a national elected leader or
DCO. For VCOs or RCOs and division or flotilla leader, the name is followed by
the office title. For example, Mr. Sam Rosenberg, Rear Commodore or Mr. Xing
Hueng, Flotilla Commander. These guidelines are also the proper form of address
when speaking to, writing to, or introducing Auxiliary elected and appointed
leaders.

The production of videotapes or other electronic releases to the media are governed
by the same review provisions as written material to include web site and Internet
operations.
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D.2.e. Additional The Coast Guard Auxiliary Public Affairs Officer’s Guide, COMDTINST M5728.3
Information (series), and the Coast Guard Public Affairs web site (see Appendix J) contain
Resources additional useful information regarding marketing and public affairs.
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Section E. Privacy and Freedom of Information Acts

Introduction

E.1. Privacy Act
of 1974

E.2. Mailing
Lists

E.3. Telephone
Directories

Records maintained by the Coast Guard and by the Coast Guard Auxiliary may be
subject to the provisions of the Freedom of Information Act and the Privacy Act of
1974. Initiatives by the Auxiliary to collect and store information as well as
responses to requests for information shall be referred to the Director of Auxiliary
for that region to ensure compliance with the Coast Guard Freedom of Information
Act (FOIA) and Privacy Acts Manual, COMDTINST M5260.3 (series). Directors
should seek assistance in these matters from the District legal staff, or from
Commandant (G-LGL).

The Privacy Act of 1974, with certain exceptions prohibits disclosure of personal
information about an individual from Coast Guard or Auxiliary records. The home
address, home telephone number, social security number, and spouse’s name are
examples of such protected information. Requests for this information from other
than the Coast Guard or Auxiliary shall be immediately referred to the Director,
without taking any action on the request. Violations of these requirements may
result in administrative action being taken and civilian criminal action involving a
fine of up to $5,000.

As a policy matter, rosters of Auxiliarist names, home addresses, and home
telephone numbers shall not be made available to any external person or
organization, nor used for any non-Auxiliary purpose. Privacy of all rosters shall be
maintained. The Auxiliary shall maintain its voluntary noncommercial position.
Privacy of mailing lists prevents the membership from being deluged with
advertising literature.

Information included in Auxiliary telephone directories published by the Director or
other Coast Guard components are covered by the Privacy Act of 1974.
Accordingly, the following statement must appear in the directory’s letter of
promulgation or some other prominent place:

“CONFIDENTIALITY NOTICE - PRIVACY ACT OF 1974: The
disclosure of this material is subject to the provisions contained in the
Privacy Act of 1974. This Act, with certain exceptions, prohibits the
disclosure, distribution, dissemination, or copying of any material
containing the home address, home telephone number, spouse’s names, and
social security numbers, except for official business. Violations may result
in disciplinary action by the Coast Guard and/or civilian criminal
sanctions.”
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AUXDATA is a Privacy Act System of Records, maintained by the U.S. Coast
Guard. Disclosures of any information contained in this database shall not be made
outside the Coast Guard or Coast Guard Auxiliary, except as permitted under
paragraph E.1 of this chapter. Intra-Coast Guard or Intra-Auxiliary disclosures of
information retrieved form AUXDATA shall be marked with the following
statement:

“The information contained in this document is subject to the
provisions of the Privacy Act of 1974, and may only be used for the official
business of the Coast Guard or the Coast Guard Auxiliary.”

Any Auxiliarist may grant permission to disclose certain personal contact
information for dissemination to the public. Examples may include CC, PA, and PE
Auxiliarists, and any others who wish to be contacted regarding Auxiliary programs.
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Section F. Official Business Mail

Introduction

F.1. Authority

F.2. Official
Versus Unofficial

F.2.a. Official
Mail

F.2.b. Unofficial
Mail

This section describes the Congressional authority and Coast Guard
guidelines/policy for use of official business mail by the Auxiliary.

The U.S. Coast Guard Postal Manual, COMDTINST M5110.1 (series), authorizes
the Coast Guard the privilege of official business mail for mailing of Federal
Government mail. Such mail is defined as official mail relating exclusively to the
business of the U.S. Government. The Commandant extends this privilege to the
Auxiliary. Locally, the District Director may grant the capability for use of official
business mail to the Auxiliary leadership. Further, the Director’s authority may be
delegated by Auxiliary leadership to individual Auxiliarists. Auxiliary unit leaders
are responsible for controlling the use of all official business mail materials. The
Coast Guard Auxiliary Mailing Guide, COMDTPUB P16794.49 (series), provides
detailed guidance for official business mail procedures.

In determining official mail versus unofficial mail, Auxiliarists shall use the
following criteria for guidance. These are not exhaustive listings, but provide
illustrative examples.

Auxiliarists may send the following as official mail:

Auxiliary information and forms.

Notices of Auxiliary meetings.

Official Auxiliary program statistics.

Correspondence to the Director and any Coast Guard unit.

Auxiliary texts and workbooks.

Augxiliary unit publications, if Director approved.

Requests for lodging reservations and conference registration for official
Auxiliary meetings.

Unofficial mail, not authorized for the official business mail privilege, includes:

e Mail to State Government officials or agencies unless approved by the District
Commander, or from Auxiliary SLO, Legislative Liaison officers, or members
of the Auxiliary Department of Boating.

e Orders for, and shipment of, Auxiliary uniforms and insignia from any
commercial source.

¢ Requests for information concerning uniforms and insignia from any source
other than Coast Guard or Coast Guard Auxiliary sources.

e Personal information between Auxiliarists.

e Any Auxiliary newspaper, magazine, newsletter, or other publication containing
advertising.
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F.4. Postage Due
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Official business mail is not free. The Coast Guard pays for every mailing by Coast
Guard and Auxiliary personnel. The ANSC uses Government funds to purchase
envelopes, postal cards, mailing labels, and official Government-paid mail stamps
for use by Auxiliarists. Cost consciousness is essential for Auxiliarists who may
also be personally liable and assessed a wide range of penalties for private or
unauthorized use of official business mail materials. In addition, any such
unauthorized use could result in loss of this privilege.

Although official mail is marked “Forwarding and Return Postage Guaranteed,”
there have been occasions when postal employees have required the Auxiliarist
recipient to pay postage due fees on official Government mail. If such fees are
requested, the recipient has three choices:

e Refuse the mail delivery.

e Use Government postage for due fees, as use of Government stamps is
authorized for this purpose.

o Use personal funds at one’s own expense with no reimbursement.

The Coast Guard Auxiliary Mailing Guide, COMDTPUB P16794.49 (series),
describes the use of the bulk mail permit. This permit should be used for any major
mailing, as it saves considerable money over the use of Government stamps.
Authority to use this permit is obtained from the Director. Permit fees to the Postal
Service are borne by the Coast Guard.
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Section G. Taxes

Introduction

G.1. Tax
Liability for
Auxiliary Units

G.2. Sale of
Items to Others

G.3. General Tax
Information

G.3.a. Authorized
Coast Guard or
Auxiliary
Activities

G.3.b. Dues and
Donations

G.3.c. Meals and
Lodging

This section presents information on taxes purely for guidance and is not authority
for any tax actions. The IRS has determined the Auxiliary and all of its units (not
including any corporations) are an integral part of the Federal Government.
Auxiliary units are not required to file State or Federal income tax returns.

In addition to the exemption from filing Federal and State income tax returns and
paying Federal and State income taxes, Auxiliary units may also be exempt from
payment of State sales and use taxes on items the Auxiliary unit purchases. The
granting of State sales and use tax exemptions varies from State-to-State, and
generally requires the issuance of a State Sales Tax Exemption number. The
exemption, if granted, may only be used for the purchase of Auxiliary unit property,
which is paid for with unit funds, and is not available for individual purchases by
Auxiliarists. In some cases, the exemption is only available if the purchase is made
with a Government purchase order and paid for by Government check or credit card.
Generally, the sales tax exemptions for each State have been applied for by the
Department Chief, Legal Affairs, who maintains records of the sales tax exemption
status for each State. In addition, the appropriate DSO-LP will be able to provide
information and guidance to Auxiliary unit leaders.

Auxiliary units that sell items to others may be required to collect, report, and remit
State sales tax on such sales. Requirements vary from State-to-State. Specific
guidance must be sought from the DSO-LP.

Federal income tax regulations allow deductions for certain unreimbursed expenses.
No deduction is allowable for a contribution of services or for expenses to the extent
reimbursed by the Coast Guard or Auxiliary. To help determine if the expense is
deductible, Auxiliarists should keep accurate records of unreimbursed expenditures.
Remember, the IRS will not allow deductions for unreasonable expenditures.

Out-of-pocket expenses incurred in the performance of authorized Coast Guard or
Auxiliary activities to the extent not reimbursed, may be deductible as a charitable
contribution for Federal income tax purposes.

The payment of dues and donations of money or property to the Auxiliary are also
deductible.

Reasonable expenditures for meals and lodging incurred, while away from home on
Coast Guard or Auxiliary business, may also be deductible in accordance with
current IRS regulations.
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G.3.f. Use of
Facilities

G.3.g. Transfer of
Property

G.3.h. Disclaimer

G.4. Qualified
Tax Advisor
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Unreimbursed expenditures for gas, oil, etc. and for operating an automobile may be
deductible. A pro rata portion of general repair, maintenance, depreciation, and
insurance expenses is not. If you do not deduct your actual expenses, you may use
the current cent-per-mile rate to determine your contribution. Parking fees and tolls
may be deductible in addition to the mileage computation.

Auxiliarists may also deduct uniform costs and upkeep which have no general utility
and which they are required to purchase in order to perform authorized activities.
The dress uniform would qualify for such a deduction. In addition, since
Aucxiliarists are prohibited by Coast Guard regulations from wearing portions of
their uniforms as civilian clothing, the cost and upkeep of these uniforms, including
insignia, should also qualify for a deduction.

Unreimbursed out-of-pocket transportation expenses incurred in the use of facilities
in the performance of Coast Guard and Auxiliary missions may be deductible. Such
operation, maintenance, and repair costs may be deductible only when they are
directly attributable to Auxiliary services. A pro rata share of general maintenance
and repairs of a facility is not deductible. The rental value of a facility while
engaged in Auxiliary services is not deductible.

If any Auxiliarist transfers property, either real or personal, to the Auxiliary, the IRS
may allow a deduction for the fair market value of the property at the time of the
contribution.

The above information is provided for general guidance and is subject to the specific
provisions of the Internal Revenue Code, as amended, and IRS regulations
published there under.

Auxiliarists must not rely upon the information contained in this manual when
making tax decisions. Because information set forth in this section may conflict
with subsequent IRS regulations or tax rulings, Auxiliarists must consult a qualified
tax advisor before making any specific decisions regarding the potential
deductibility of Auxiliary related expenses.
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Section H. Solicitations, Gifts, and Donations

Introduction

H.1. Policy

H.1l.a. CGAuxA,
Inc. Officers and
Agents

The Coast Guard Auxiliary, in accordance with The Coast Guard Authorization Act
of 1996, will operate and do business in accordance with policies and procedures
that reflect a high sense of propriety and ethics. The Auxiliary exists to enhance the
safety and environmental quality of America’s waterways and to support the Coast
Guard as authorized by the Commandant. The Coast Guard provides some of the
support needed to fulfill these purposes. Operation and administration of the
Auxiliary requires additional fiscal support in order to support expanding Auxiliary
missions and activities. 14 U.S.C. § 821(c) permits the Auxiliary National Board,
and any Coast Guard Auxiliary District or Region, to form a corporation under State
law in accordance with policies established by the Commandant. Under this
authority, the Commandant, by issuance of this manual, recognizes Coast Guard
Auxiliary Association, Inc. as the entity established by the National Board and
hereby authorized to manage all fiscal matters and fundraising efforts in support of
Auxiliary activities not funded by the Coast Guard. Coast Guard Auxiliary
Association Inc. resources may be augmented through revenues, grants, gifts, and
donations received from outside sources, both public and private. Further guidance
regarding the formation of District and regional corporations is set forth in Section
M of this chapter.

The CGAuxA, Inc. is the vehicle for all national, regional, or broad fundraising
initiatives that may benefit the Auxiliary, its units, and its programs. This private,
not for profit, domestic corporation, chartered under the laws of the District of
Columbia, shall be limited in its efforts only to the extent that 501(c)3 corporations
are limited under applicable law. No fundraising or solicitation of monetary (or in
kindly support) by any Auxiliary unit or Auxiliarist, from any outside organization
or persons, is permitted, except by the local flotilla as specifically defined and
authorized below.

The CGAuxA, Inc. has appointed certain officers and agents who will be
responsible for the coordination of all CGAuxA, Inc. based fundraising programs on
behalf of the Auxiliary. Auxiliary DCOs who are ex officio directors of the
CGAuxA, Inc. shall be appointed agents for the CGAuxA, Inc. for some fundraising
programs. The CGAuxA, Inc. directors shall always seek written approval and
coordinate efforts with the President and Director of Development of the CGAuxA,
Inc. in advance of any active solicitation or implementation of fundraising initiatives
or acceptance of gifts of money (or in kind) in the name of the CGAuxA, Inc.
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The CGAuxA, Inc., as a private non-profit 501(c)3 corporation, shall conduct its
fundraising affairs with the utmost sense of propriety and ethics. Representatives of
the CGAuxA, Inc. shall not represent themselves as representing any organization
other than the CGAuxA, Inc. and shall not conduct any activities on behalf of the
CGAuxA, Inc. in the uniform authorized for wear by Auxiliarists. Gifts offered to
the CGAuxA, Inc. (rather than directly to the Coast Guard for support of Auxiliary
programs) may be accepted by the corporation without prior Coast Guard review
and approval.

District corporations, or other units of the Auxiliary, shall neither actively solicit
gifts or donations from outside organizations, persons or entities nor accept such, if
offered, except as provided for below. Approved District corporations shall be
permitted for those limited purposes described in Section M of this chapter.

With prior written approval and concurrence of both the DCO and Director, who
will perform a prohibited source determination with respect to the proposed
solicitation in accordance with Appendix E, flotillas are expressly authorized to
solicit and accept money, materials and/or services from commercial firms and
private individuals, strictly local in nature, for local support of authorized flotilla
Auxiliary programs.

The fact that the potential gift source is a prohibited source does not, by itself, mean

that the gift cannot be solicited or accepted.

Receipt of donations, gifts of funds or services from local community charitable
agencies, businesses and merchants who have a mutual interest in supporting
Auxiliary units and missions is permitted not to exceed $2500 per transaction and
$5000 cumulative in total value in a calendar year. Participation by flotillas in the
annual local United Way Campaign is authorized.

When the sale of goods is contemplated by a flotilla for local events, both the DCO
and Director in consultation with the DSO-LP, must provide written consent in
advance of such proposed sale. DCO and Director shall determine the
appropriateness of the goods to be sold and the applicability of local laws and
ordinances. Purchase of items for resale shall be from the AUXCEN operated by
the CGAuxA, Inc. unless such item is not reasonably available from the AUXCEN.
The flotilla shall assume full responsibility for compliance with all local laws,
ordinances and regulations, including the collection and payment of sales tax.
Revenues from the sale of items allowed by the provisions of this paragraph shall
not be limited in total amount and shall be in addition to any amounts defined in
paragraph H.1.c.1 above.

Auxiliary units are authorized to accept the free use of physical space, free
advertising, and other services from any private organization or business to conduct
authorized Auxiliary activities provided it is obtained in compliance with paragraph
HlcorHld.

5-22



Chapter 5 - Regulations and Policies

H.1.c.4. Banquet
Raftles

H.l.c.5.
Employer—
Sponsored Gifts

H.1.d. Gifts and
Donations -
Unsolicited

H.1.d.1. Unit
Ownership

H.1.d.2. Written
Acknowledgement

H.2. Return of
Donation

Auxiliary units may be permitted, subject to review and the written joint approval of
the DCO and Director, to conduct raffles and to award door prizes in connection
with Auxiliary functions which are not held on Coast Guard property, provided such
activities comply with local law.

Individual Auxiliarists whose employers sponsor gift or matching gift benefit
programs to which the Coast Guard Auxiliary may be an eligible recipient, are
permitted to make application for these benefits in their name for the benefit of the
Auxiliary. An Auxiliarist who receives such gifts shall tender the gift to the unit
elected leader on behalf of the Auxiliary. The senior elected leader of the receiving
unit shall appropriately acknowledge (with thanks) within two weeks of receipt all
gifts thus received and accepted.

Unsolicited gifts or donations that are offered to an Auxiliarist or Auxiliary unit by
any entity other than a Governmental entity may not be accepted directly by the
Auxiliarist. The DCO may accept unsolicited gifts if the market value of the gift
does not exceed $2500 after review, and a favorable prohibited source analysis is
performed by the DSO-LP. For gifts exceeding $2500, authorization to accept must
be granted by the District Commander, subject to favorable prohibited source
analysis as referenced in Appendix E, and the market value of the gift does not
exceed $5000. The Commandant may authorize the Auxiliary to accept gifts with a
market value greater than $5000.

For those cases in which the unsolicited gifts, grants, or services are intended for an
Auxiliary unit and are of a nature that are permitted to be accepted by an Auxiliary
unit, the DCO, District Commander, or Commandant shall authorize receipt by the
Auxiliary. If the gift is of a kind other than money, the DCO and Director should
initially determine if the gift is appropriate for the support of Auxiliary missions and
include a recommendation as to the appropriateness of the gift. Inappropriate gifts
should be refused (paragraph H.1.c above does not apply).

Every flotilla, which receives any gift or donation from a private source, must, after
consultation with the DCO and DSO-LP, provide written acknowledgement of the
donation or gift, which has a market value of $250 or more. This written
acknowledgement is necessary to comply with the applicable IRS regulations
regarding donations.

Funds, property, or services solicited or received without compliance with
established procedures must be returned.
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After a donation is accepted by the Auxiliary, the Auxiliary unit may, at some point,
desire to dispose of the property by selling the item and retaining the proceeds with
the Auxiliary unit.

The practice of Auxiliarists purchasing previously donated property for sale can
raise serious questions of impropriety. If Auxiliarists desire to participate in such
sales, they must do so in a manner which will not create doubt as to their integrity or
that of the Auxiliary.

Auxiliary units desiring to sell donated property shall determine the fair market
value (FMV) of the property through reasonable, unbiased means (e.g., marine
surveyor for vessels). They shall advertise the property for sale with the FMV in a
local newspaper or trade journal for a period of no less than one week. If the
Auxiliary unit chooses to sell the property by auction, the auction must be
advertised in the same manner. The highest legitimate offer to purchase will be
accepted.

A closed sale (within the Auxiliary unit or corporation, or only for Auxiliarists or
Coast Guard personnel) is strictly prohibited.

Documentation of the method used to determine FMV, the advertisement, and the
bids received and accepted shall be maintained at the Auxiliary unit for a period of
three years. A copy of these documents shall be forwarded to the Director for
inclusion in the unit files.

Auxiliary units and corporations controlled by Auxiliarists should be familiar with
IRS Code provisions pertaining to the disposition of gifts within two years after
receipt and the requirement for filing IRS Form-8282 in certain circumstances.

Conditional gifts to the Auxiliary may not be resold without the express prior
written approval of the donor. Prior to any sale of such items, the Auxiliary unit
proposing sale must obtain the written approval of the Coast Guard gift acceptance
authority.
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Sectionl. Publications

Introduction

I.1. National
Publications

I.1.a. Approval

I.1.b. Distribution

1.2. District,
Division, and
Flotilla
Publications

[.2.a. Approval

1.2.b. Distribution

NOTE &

An individual serving as an Auxiliarist is prohibited from receiving any
compensation for articles related to the Coast Guard or the Auxiliary which are
produced as a result of such service. Any article written for Auxiliary publications
becomes the sole property of such entity that publishes such work unless intellectual
property rights are reserved in writing.

Feature articles on Auxiliary topics prepared by Auxiliarists for commercial
periodicals, articles for organization’s publications, or Coast Guard internal
publications are encouraged.

The DC-A, or a DVC specifically appointed for that purpose, must approve the
article before publication. Before printing any national Auxiliary publication, all
articles and photographs shall be submitted to the Chief Director and NACO for
approval.

The Chief Director may authorize official business mail privilege, for mailing a
national Auxiliary publication when the contents of the publication meet the criteria
discussed in Section F of this chapter.

Each district, division, and flotilla should develop some means of keeping
Auxiliarists informed of activities and changes in programs and policy. An
Auxiliary unit newsletter or other publication is an effective instrument for this

purpose.

Before printing and distributing any district, division, or flotilla Auxiliary
publication to Auxiliarists, the Director shall approve all articles and photographs.
The Director may delegate this capability to the DSO-PB, ADSO-PB, or any other
Auxiliarist.

The Director may authorize official business mail privilege for district, division, or
flotilla publications, unless these publications contain commercial advertising.

A copy of each district publication shall be sent to the Chief Director, NEXCOM
members, national department chiefs, DCOs, and Directors of other districts for
their information.

Electronic AUXMAN is available on www.cgaux.info/g_ocx, the Chief Director’s

web site. Click “AUXMAN?” link in left margin of web site.
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Where practical, Auxiliary units are encouraged to create and maintain web sites to
promote Auxiliary missions and services to the public, and provide program
information to Auxiliarists. Likewise, Directors are encouraged to create sites that
assist their Auxiliarists and provide program information to Coast Guard units on
how to use and obtain Auxiliary resources within the area of responsibility.
Auxiliarists are encouraged to visit the Auxiliary Internet Resources Site (AIRS),
via the Auxiliary National web site, seek formal training at a “C” school which is
intended to provide Auxiliary webmasters and site maintenance personnel with the
information to register and create sites. Directors should refer to the policy on
Coast Guard use of Internet/World Wide Web for Guidance, COMDTINST 5230.56
(series).

The Auxiliary has class “C” schools which provide instruction in web site
development and training in preparing course materials for on-line instruction. The
courses are open to Auxiliarists and personnel assigned to the Directors’ staffs.
Course descriptions and schedules are posted on the Training Quota Center
Chesapeake’s web site. (see Appendix J) New schedules are posted each fall for the
fiscal years courses.

Statements of policy or procedure provided by members of the Chief Director’s
Office, National elected leaders or Department Chiefs that are posted on the What’s
New web page, National Departments web pages, News from the Bridge web page,
Forms and Manuals web site, or other portions identified as containing official
statements pages of the Auxiliary’s national web site, should be regarded as official
statements. Only specified leaders may have their announcements posted on these
pages. The purpose of these announcements on the web site is to speed up the
dissemination of information to the membership. There is no intent to replace the
communication that flows down the chain of leadership and management (elected
leaders) and the chain of communications (appointed leaders) via written and
electronic means.

Any Auxiliary newspaper, magazine, newsletter, or other publication containing
advertising cannot be accorded official business mail privileges and the publishing
Auxiliary unit must pay the postage.

Any Auxiliary unit publishing a newspaper, magazine, newsletter, or other media,
and is willing to relinquish its approved official business mail privilege to accept
paid commercial advertising, shall submit all proposed advertising, in copy form, to
the Director for approval before accepting the advertising. Similarly, the Director
must approve any proposal to publish an Auxiliary unit advertisement or
notification in a commercial newspaper, where such advertisement or notification is
to be paid, either partially or in full, by persons or concerns other than the Auxiliary
unit. Any proposed advertising must include an explicit statement to the effect that
no endorsement of the product or service is made or implied by the Auxiliary, the
Coast Guard, or DHS.
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1.4.b. Approval
for Publishing

I.5. Coast Guard
Auxiliary
Emblem and
Official Seal

1.5.a. Auxiliary
Emblem

Before publishing, the Director shall approve all Coast Guard Auxiliary district,
division, and flotilla newspapers, magazines, newsletters, and other media which
contain commercial advertising. The Director may delegate this capability to any
Aucxiliarist, normally the DSO-PB or ADSO-PB.

The Auxiliary emblem and official seal are separate in design and purpose.

The Coast Guard Auxiliary emblem (see Figure 5-1) may be used on publications
or in association with authorized articles regarding the Auxiliary. Use of the
Auxiliary official seal is strictly prohibited.

The Coast Guard Auxiliary emblem is derived from the Coast Guard emblem, and
has multiple uses. Besides use in print, the emblem is used on Auxiliary insignia
such as the member collar device, cap device, Auxiliary aviator insignia, coxswain
insignia, AUXOP device, and many other items. The emblem is designed for wide
use within the Auxiliary for official and quasi-official purposes. Before the emblem
can be used by CGAuxA, Inc. or any other commercial concerns for jewelry,
stationery, clothing, pennants, flags, burgees, ensigns, or similar articles, such use
must be approved by the Chief Director, via the NACO or the NACO’s designated
representative.

Figure 5-1
Coast Guard Auxiliary Emblem
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The Coast Guard Auxiliary official seal (see Figure 5-2), either lever-type or wax
impression type, is authorized for use on official Coast Guard Auxiliary documents
requiring signature under seal. It is authorized for official invitations, Auxiliary
official stationery, programs, certificates, diplomas, and for display on Coast Guard
Auxiliary exhibits. The seal may not be reproduced for other purposes, without
approval of the Chief Director via the NACO or the NACO’s designated
representative. The seal shall not be included within the design of any other seal,
emblem, coat-of-arms, or escutcheon.

Figure 5-2
Coast Guard Auxiliary Official Seal
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Section J. Assignment to Duty

Introduction

J.1. Injury or
Death

J.2. Third Party
Claims

The Commandant employs the services of qualified Auxiliarists in support of various
Coast Guard programs. To this end, specific Auxiliary activities will be authorized in
support of Auxiliary programs or Coast Guard units. The Auxiliarist performing such
duties is considered to have been assigned to duty within the meaning of 14 U.S.C. §
831 and 823, when these activities have been authorized. The Commandant has
specifically delegated the authority to assign qualified Auxiliarists to duty for
authorized activities as outlined below. This policy promotes valued volunteer
support and provides the Auxiliarists the benefits and protections allowed by law.

An Auxiliarist who is physically injured or dies while performing such activities may
be entitled to statutorily prescribed medical treatment and/or death or disability
compensation. The Department of Labor (DOL) will make a final determination in
certifying the Auxiliarist as an employee within the scope of employment conducting
authorized Coast Guard duties as a Federal employee in accordance with
14 U.S.C. § 823(a).

As a matter of policy, the Coast Guard will not cover Auxiliarists for third-party
liability while performing local travel enroute to attend flotilla meetings. Such travel
is considered travel to and from the Auxiliarist’s normal duty station for which
coverage is excluded. Local travel for other authorized activities, even if to the same
destination, may be covered (i.e., official training sessions).

The Auxiliarist may be exonerated from liability to injured parties or damage to
property, but this action depends on facts and circumstances surrounding the
Auxiliarist’s involvement in the accident. Third party claims against Auxiliarists will
be treated in the same manner as claims against other Coast Guard personnel under
similar circumstances. The Department of Justice (DOJ) will make a final
determination in certifying the Auxiliarist as an employee within the scope of their
employment conducting authorized Coast Guard duties as a Federal employee in
accordance with 14 U.S.C. § 823A. This determination will be based on the
recommendation from Commandant, Claims and Litigation Division (G-LCL).
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The protections discussed above are contingent upon a favorable determination that
the Auxiliarist was acting within the scope of employment as a Federal employee.
Two outside agencies, the DOL and DOJ, make that determination under Federal law.
The Auxiliarist’s assignment to duty is a requirement before any statutory protections
are available. If the Auxiliarist is not assigned to duty, then the Auxiliarist cannot be
characterized as a Federal employee and therefore cannot be acting within the scope of
employment.

To have the best possible chance of a favorable determination, the Auxiliarist should
be prepared to document assignment to duty. The greater the quality and quantity of
evidence that the Auxiliarist is able to produce to demonstrate assignment to duty, the
greater the likelihood that the DOL or DOJ will make a favorable determination. The
strongest possible evidence is that which demonstrates assignment to duty made prior
to the incident in question. Examples may include written Coast Guard orders or
verbal authorizations from appropriate Auxiliary elected and/or appointed leaders, that
are documented (via telephone log or other means) and written Auxiliary orders or
duty rosters for authorized events. (see Table 5-1) Post-incident evidence is less
persuasive, but may include affidavits and orders or duty rosters reduced to writing
after the incident. The Auxiliarist ultimately bears the burden of producing evidence
sufficient to support the claim that the Auxiliarist has the status of a Federal employee.
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Table 5-1
Authorized Activities (Not All-Inclusive)

ACTIVITY TYPES

APPROPRIATE STAFF
OFFICER ASSIGNMENT

AtoN Verification and Discrepancy Reporting
Chart Updating Activities

Aids to Navigation (AtoN)

Federal Aids Program

Aircraft Patrols Aviation (AV)
Aircraft Facility Inspection

Publicizing and Administering the Academy Introduction Mission (AIM) |Career Counselor (CC)

Activities and the Recruiting Assistance Program (RAP)

Communications Watchstanding

Communications (CM)

Communications Facility Inspection
Webmaster/ Webwatcher

Communications Services
(CS)

Auditing, Bill Paying, and Procurement Activities

Finance (FN)

Collecting, Collating, Input, and Dissemination of Auxiliary Activity Data
and Internet

Information Services (IS)

Obtaining, Storing, and Transporting Materials

Materials (MA)

Government Supply Agent Contact
Recreational Boating Safety Visitation Program

Recreational Boating Safety
Visitor (RBSVP)

Member Recruiting and Retention Activities

Personnel Service (PS)

Member Training Activities

Member Training (MT)

Marine Safety Activities
Commercial Fishing Vessel Examiner
Uninspected Passenger Vessel Examiner

Marine Safety (MS)

Vessel and Aircraft Patrols Operations (OP)
Aircraft Facility Inspection

Coast Guard and State Operational Support

Establishing and Serving in Boating Safety Booths Public Affairs (PA)
General Activities Publicizing the Auxiliary

Producing and Delivering Unit Publications Publications (PB)
Public Education Activities Public Education (PE)
Vessel Safety Checks Vessel Examiner (VE)

Recreational Boating Safety Visits
Vessel Facility Inspections

Obtaining and Providing Legal Opinions and Advice
Conducting Investigations or Hearings

Legal/Parliamentarian (LP)

Participating, Observing, and Contributing

Auxiliarist
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Incumbent (elected and appointed) Auxiliary leaders are authorized to perform such
activities required for the proper supervision and administration of their respective
offices. These duties include, but are not limited to, the responsibilities of Auxiliary
Staff officers and elected and appointed leaders as described in Chapter 4 of this
manual and in the leader’s letter of appointment. Auxiliarists performing such
duties and activities are considered to be assigned to duty within the definition of
14 U.S.C. § 832.

Operators of Auxiliary vessel, aircraft, and radio facilities are authorized to schedule
Auxiliarists to duty as crew, air observers, watchstanders, or trainees aboard their
facilities. The scheduling shall constitute assignment to duty under the provisions
of 14 U.S.C. § 832 and 823a(b).

Every deployment of a facility for any activity for the Coast Guard or the Auxiliary
must be under Coast Guard reimbursable or non-reimbursable orders. This mandate
applies to all facilities (surface, aircraft, or land mobile radio facilities while used in
vehicles or mobile trailers). The operation and movement of any such facility
without Coast Guard orders is performed as a private U.S. citizen and not as an
Auxiliarist, and therefore, may not be covered by 14 U.S.C.§ 831, 832, and
823a(b).

Auxiliarists are authorized to use private motor vehicles for authorized Auxiliary
activities without Coast Guard orders unless they plan to seek reimbursement for
expenses or third party liability protection. In addition to routine travel to and from
authorized activities, private motor vehicles may be used in the performance of
other authorized activities such as participation in parades (i.e., towing a boat or a
float), performing a chart updating mission, or conducting environmental activities.
Coast Guard orders are required if a motor vehicle is being used as a land mobile
radio or radio direction finding facility or in the performance of AtoN missions.
Appropriate orders and contingency (pocket) orders may be issued to operators of
fixed land and land mobile radio and radio direction finding facilities. Auxiliarists
who choose to use their private motor vehicles for Auxiliary activities without
orders, do so at their own risk. An Auxiliarist’s decision to use a private motor
vehicle for Auxiliary activities does not necessarily obligate the Coast Guard to
assume potential third-party liability arising from the use of a private motor vehicle.
Assignment to duty with Coast Guard orders will facilitate favorable potential third
party liability determinations by Coast Guard leadership and the Department of
Justice.

Trailering of Coast Guard owned vessels with Auxiliary vehicles and/or trailers is
generally prohibited, but can be authorized by the Chief Director with concurrence
by G-LGL and subject to the provisions of a Gratuitous Services Agreement. The
Auxiliary may continue to tow Coast Guard owned vessels using Government
owned vehicles and trailers.
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Section K. Claims, Injury, or Death While Assigned to Duty

Introduction

K.1. Injury

K.2. Emergency
Care

K.2.a. Payment of
Bills

K.2.b.
Information
Required for
Reimbursements

This section provides general policies and procedures for claims, injury, or death
while assigned to duty.

14 U.S.C. § 832 states in part as follows, “Members of the Auxiliary who incur
physical injury or contract sickness or disease while performing any duty to which
they have been assigned by competent Coast Guard authority shall be entitled to the
same medical treatment afforded members of the Coast Guard.”

This section has been interpreted to mean Auxiliarists are entitled to payment for
their medical and hospital bills for emergency care without the need to show a
causal relationship between the illness or injury and their assigned duties.

Persons who are not Auxiliarists who are killed or injured on board an Auxiliary
facility are not covered by these provisions.

Auxiliarists who are injured while assigned to duty and who require immediate
attention should obtain emergency care from the local Coast Guard unit’s contract
provider, military hospital, U.S. Public Health Service facility, or nearest treatment
facility if none of the others are available.

A civilian contract provider will bill the Auxiliarist directly for treatment of any
injury. The Auxiliarist may pay the bill and seek reimbursement or submit the bill
directly to the Government for payment. Any delays in processing payment could
impact the Auxiliarist’s credit rating, so Auxiliarists are encouraged to pay the bill
and then apply for reimbursement.

The Auxiliarist should forward emergency medical bills to the DOL, via their
Director, for payment. Once eligibility is determined, the DOL will pay for the
Auxiliarist’s medical care. The DOL will also reimburse an Auxiliarist for medical
care obtained from a non-contract provider if immediate care was provided.

Auxiliarists who are filing for reimbursement for emergency care must provide the
following information within thirty days of the injury:

An original itemized bill, together with the Health Insurance Claim Form
(normally the OWCP/HFCA-1500). The Auxiliarist must inform the health care
provider to send this bill directly to him/her, not to the Coast Guard.

Section A of the Report of Non-Federal Health Care Certification (CG-5534).
Report of Potential Third Party Liability Form (CG-4899).

Claim for Reimbursement for Expenditures on Official Business (SF-1164).

A copy of the orders from the day of the injury. If the Auxiliarist was assigned
to duty without orders, a letter certifying the Auxiliarist was assigned to duty at
the time of the injury must be provided from the competent Coast Guard
authority or Auxiliary leadership.

e All paid receipts for the care received.

e For every invoice (bill) received, a medical report should be included
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(ambulance, EMT/paramedic, emergency room, follow-up care, etc.).

e DOL claim forms are available on the DOL web site. (see Appendix J)

e The completed forms should be mailed to the Auxiliarist’s Director, who will
verify and endorse the claim and fax the completed Report of Traumatic Injury
Form (CA-1) to the Chief Director for electronic submission to the DOL. Once
the DOL receives the electronic submission, they will send the Chief Director
an electronic receipt and case file number. The Chief Director then provides the
Director the case file number and the Director mails all additional
documentation to the DOL office in Washington, D.C. (attention to the case
number) to the following address: Department of Labor, OWCP Special Claims
Branch (District 25), 800 North Capital Street, N W., Room 800, Washington,
D.C. 20211.

Follow-up care for an injury or illness which occurred while assigned to duty is
referred to the DOL Office of Workers” Compensation, via the Director. The DOL
must have approved this claim before payment can be made to treating physicians
for follow-up care.

Prior to seeking follow-up care from a physician, the Auxiliarist must ensure the
treating physician is willing to accept the prescribed DOL rates for medical services
rendered. This issue must be specifically addressed with the physician to prevent
further misunderstandings.

The Auxiliarist must obtain a Report of Traumatic Injury Form (CA-1), complete
the first part of the form, and attach a copy of the applicable orders and a narrative
medical report. The Director will then complete the second part of Form CA-1. A
case file will be established and kept in the Director’s office in case of future need.

Payment of bills for follow-up care to the DOL, shall be submitted via the Director,
in the following manner:

e The Auxiliarist must obtain and complete the DOL’s Attending Physician’s
Report Form (CA-20). This form along with other related worker’s
compensation forms are available through the Director or the local Coast Guard
civilian personnel office.

e The Auxiliarist must take a copy of Form CA-20 to the attending physician.
The attending physician can complete Part B of Form CA-20 or provide
sufficient medical documentation in a narrative report and send to the Director.
For payment, the attending physician must submit an OWCP/HFCA-1500 to the
Director. The Director will review the forms for completeness and make copies
for the case file. Originals of Forms CA-1, CA-20, or the narrative medical
report, and the OWCP/HFCA-1500 Form will be forwarded to the DOL by the
Director.
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e If further treatment is required, the physician should complete a narrative
medical report or Form CA-20, (reverse side of Form CA-16). Forms should be
submitted by the attending physician to the Director who will review for
completeness, make copies, and send to the DOL.

e The completed forms should be mailed to: Department of Labor Special Claims
Examiner, 800 North Capital Street, Room 800, Washington, D.C. 20211.

e The DOL and Coast Guard forms are available from the Director or the local
Coast Guard Civilian Personnel Office.

Emergency dental care is only authorized due to direct trauma or injury while
performing Coast Guard authorized duties.

Auxiliarists may be entitled to Federal Employee’s Compensation Act benefits for a
disability incurred while assigned to duty.

Compensation is based upon a percentage of the base pay for grade GS-9 of the
General Schedule in effect on the date of the injury. Specific entitlement depends
on the nature of the disability (total or partial) and the familial status of the member
(single, married, married with dependents [114 U.S.C. § 832]).

The Auxiliarist must complete the DOL Report of Traumatic Injury Form (CA-1)
and Claim for Compensation of Account of Traumatic Injury Form (CA-7). The
attending physician must complete the DOL Attending Physician’s Report (CA-20).
All completed forms shall be sent to the Director, who will verify the claim, make a
case file copy, and forward to DOL.

The Federal Employee’s Compensation Act (FECA) provides benefits to an
Auxiliarist’s spouse and dependent children if the Auxiliarist dies while assigned to
duty or from physical injuries incurred while assigned to duty (14 U.S.C. § 832).

For purposes of determining compensation entitlement, an Auxiliarist is considered
to have Federal General Schedule GS-9 (step 1) monthly basic pay on the incurred
injury date. Depending on the deceased Auxiliarist’s marital status, the surviving
spouse and dependent children may each receive a monthly percentage of that GS
rate (14 U.S.C. § 707).

Upon the death of an Auxiliarist, notification must be made to the Coast Guard
Command Center in Washington, DC as soon as possible. The 24-hour phone
number is (202) 267-2100. Coast Guard field units shall report via the chain of
command. Auxiliarists should report via their Coast Guard order-issuing authority
or a local Coast Guard command.
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Surviving spouse and children are also entitled to limited payment for the
deceased’s funeral and burial expenses and a death gratuity. The maximum burial
and funeral expense allotment is $800 (5 U.S.C. § 8134). A death gratuity of up to
$10,000 for line of duty death is permitted in accordance with Section 651 of P.L.
104-208.

When any Auxiliarist is physically injured or dies as a result of physical injury
incurred while performing any authorized duty assigned by competent Coast Guard
authority or Auxiliary leadership, an investigation will be conducted as set forth in
Chapter 5 of the Administrative Investigations Manual, COMDTINST M5830.1
(series). The Director should ensure the investigating Coast Guard active duty
personnel or Auxiliarist performing the line of duty investigation, is aware of the
requirement to determine the causal connection between the Auxiliarist’s injury or
death and the duty being performed by the Auxiliarist. This action is particularly
important in situations involving pre-existing medical conditions, such as heart
problems.

An investigation must be conducted by the Coast Guard order-issuing authority to
determine if the Safety and Environmental Health Manual, COMDTINST
M5100.47 (series), requires a Coast Guard Mishap Report.

Upon an accident or incident which occurs while assigned to duty, notification of
the facts and circumstances must be made to the Director, the Coast Guard order-
issuing authority, the DSO-LP and the Auxiliarist’s personal insurance company as
soon as possible.

The Auxiliarist must submit a completed Report of Potential Third Party Liability
Form (CG-4899) (with appropriate attachments) as soon as possible to the Director.
Copies are also sent to the Coast Guard order-issuing authority, the DSO-LP, and
the Auxiliarist’s personal insurance company. The Director will make further
distribution of the report to other Coast Guard addressees as appropriate.

The driver of a Government motor vehicle (including a rental vehicle or a privately
owned vehicle being used in the performance of official duties) involved in an
accident, shall complete an Operator’s Report of Motor Vehi